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SUMMARY 



This report deals with the activities performed in the San Mateo Union High 
School District (California) as a part of a multidistrict, multistate and 
federal program to implement curricular, instructional, and organizational 
changes in selected American high schools. The emphases of the changes are 
to b^'ing about a curriculum directed comprehensively toward adult roles by 
usi g criterion based, self-paced learning materials in appropriate learn- 
ing environments. 

The first section of the report deals with the approach employed to define 
the criteria for t lie study in such a way that consensus on definitions 
could be achieved among all participating agencies, the local community, 
nnd the local students, The process of analysis of the present curriculum 
for the purposes of determining those parts, which met the terminal 
criteria of the study and those which needed mouif icar.ion , is also described. 
The next two sections describe the t hniques u*ed to specify and evaluate 
behavioral objectives for the district program and the procedures »sed to 
select, develop, and pilot instructional materials and media related to the 
specified behavior il objectives. 

The development and operation of training programs for all levels of pro- 
fessional personnel is discussed ir. a later section. The programs range 
from skill development in writing behavioral objectives, evaluation, and 
the development of self-paced learning materials to modern system manage- 
ment techniques required for instructional systems and total school 
programs . 

Final sections of the report aeal with communication and management require- 
ments of ti.e multiagency program. The topics treated include communication 
with the local community, between the local district ond the state agencies, 
and among the agencies within and outside the state jurisdiction (e.g., 
other districts, other state agencies, USOE). The management needs of this 
complex system are also treated in these same sections. 

The appendixes consist of documentary evidence which supports the findings, 
e.g., it Is possible to redirect the major efforts of a single school 
district to accotipliah the purposes of the study. The findings also 
indicate the necessity of placing the responsibility for such a program 
with someone in the local district with sufficient time and authority Lu 
effectively coordinate and manage the many interrelated activities of such 
a large undertaking. 



INTBODUCTICM 



During the school year 1966, the San Mateo Union High School District 
initiated a program in which approximately 1% of the operating budget of 
the district was assigned to be used for curricular and instructional 
innovations. At about the same time, the district became the site for 
an ESEA Title III center for the purpose of creating certain changes in 
programs of the district. After a year's operation of these two activi- 
ties, it became apparent that there was a need for a unifying plan of 
operation based on a sound educational and philosophical baser. The Board 
of Trustees of che district and the superintendent were in the process of 
developing juot such an operational plan when the payer D esigning an Organ ic 
C urri c ulum was presented by Robert M. Morgan and David S. BushnelA of the 
Bureau of Research, U. S. Office of Education. Dr. Leon Lessinger, super- 
intendent of the San Mateo Union High School District, was invited to 
attend a conference in Fort Lauderdale, Florida, during which the district 
was offered the opportunity to become one of the E.S.'70 school districts 
which were to develop the concept of **he "Organic Curriculum" in a func- 
tional sense. 

Within a short tine the districts which joined this venture had determined 
a working definition of the "Organic Curriculum" which included the follow- 
ing criteria: 

1. Criterion based curricula 

2. Self-paced learning materials 

3. Modes of instruction designed to meet the requirements of the 
students and the materials to be learned including: 

a, variability in group size from individual to large group 

b, appropriate use of technological educational aids 

c, multiple staffing patterns ranging from tutorial to large 
differentiated teams 

4. Adult role oriented comprehensive curricula to include the skills 
and knowledge necessary for the development of an intellectually 
stimulated, vocationally prepared, healthy citizen of our demo- 
cratic society 

It was further determined that the activities needed to develop the 
"Organic Curriculum" would require concerted Federal, State, and Local 
support plan. 

Because of the magnitude of the task assumed by the association of school 
districts, it was determined that to improve the efficiency of the activ- 
ity, each school district would be assigned specific curricular work. 

Thus, each district would perforin its developmental task and disseminate 
the results of the work to the other districts cooperating in the project. 
Representatives of the E. F, Shelley Company, which was serving the Office 
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of Education as manager for the project, assigned the following areas of 
investigation to the designated school district: 



Support for these activities was anticipated from funding under FSEA 
Title III and, with the assistance of the E. F. Shelley Company, pro- 
posals wero submitted, upproximately one half of the proposals were 
funded, but San Mateo was one of those which was not. 

At this point the local decision was made tc proceed with the project in a 
limited fashion using local funds. The obvious disadvantage of this 
approach is that the project would take much longer because of the more 
limited nature of the funds available. However, an unforeseen advantage 
of not using outside funding was that it became possible to readily change 
the scope of work within the project as new information became available 
as the work unfolded. Because the area assigned to San Mateo was relatively 
undeveloped , this became extremely important. 

The major work under the project is coordination of activities supported 
through other channels and thus there are no direct research or development 
results of the project. Because of the nature of the worV. activities will 
be described rather than presenting a precise discussion of methods, controls, 
etc. as properly found in a research document. The body of this final 
report deals directly with two of the objectives st ted in the initial 
proposal submitted to the Office o 2 Education. They ore (1) develop an 
integrated comprehensive curriculum for grades nine through twelve, and 
(2) delimit general purposes of the ,r Organic Curriculum" to the local 
school district. The several other objectives listed in the project 
proposal will be dealt with primarily as they relate to the two wh. ch have 
been stated. The activities carried out under this grant will be discussed 
under major heading which have been somewhat arbitrarily chosen because 
they are to some extva> discrete functions. However, because of the 
interrelated nature of this project, it would be unwise to consider the 
activities independent from each other. In reality, many of the activities 
p re parallel in nature, and have been used to serve more than one function. 

Th«i general flow of the work listed in the first three activities is 
sequential in nature and followed the pattern inferred in the sequence. 



Bloomfield Hills, Michigan 

Baltimore Public Schools 

Philadelphia Public Schools 

Quincy Public Schools 

Monroe School District 

P o r 1 1 a n d P u b 1 x ^ Schools 

Mamaroneck Public Schools 

Atlanta Public Schools 

San Mateo Union High School District 

Duluth Public Schools 

Boulder High School 

Willingboro Board of Education 

Nova School 

Mineola Public Schools 

Edgovood Independent School District 

Breethitt County 

Houston Independent School District 



Humanities 
Vocational 
Social Studies 
Math 

Vocational Education 
Industrial Arts 
English 
Science 

Reading and Writing 

Human i ties 

Humanities 

Math 

Math 

Math -Vocational Integration 



Science 

Humanities 



Activities four through seven were parallel activities throughout the life 
of the project. 

1. Analyze the present nine through twelve curriculum. 

2. Specify and evaluate behavioral objectives for the district 
program. 

3. Select, develop and pilot instructional materials and media. 

4. Training programs, 

5. Establish communications with the community. 

6. System management. 

7. Relationships with other agencies. 
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E.S. '70 FINAL REPORT 



SECTION 1: ANALYSIS O F THE PRESET NINE THROUGH TWELVE CURRICULUM 



Ge neral Analysis 

The curriculum of the San Mateo Union High School District* as established 
by the Board of Trustees, had not been reviewed in any great depth since 
early in the 1960's, At the beginning of the E.S,'70 project, it was 
determined that the curriculum would be reviewed for the project and, at 
the same time, the results would be us^d in the preparation of educational 
specifications for a new high school which will eventually be our E.S. *70 
high school. The procedure employed was to use teachers and administrators 
from the district, parents, and other adults from the community, and stu- 
dents who are currently enrolled in district schools. These people were 
drawn together in the "District Educational Specifications Committee, 1 ' 

The committee was charged by the Board of Trustees to review the educa- 
tional philosophy, goals, and objectives of the district, and to produce 
guidelines for the development of ths curriculum for che new high school. 

One of the basic resource documents was Designing an Organic ( irriculum . 

An E.S. r 70 coordinator served as the executive secretary of this committee. 
The method of operation of the committee used was tr divide it into several 
task force groups. Each group attempted to independently prepare philos- 
ophy statements and goal statements for the district. The purpose of 
dividing into several groups was that each was to assume a different role 
position; e.g., one group assumed the position t>f looking for a maximum 
involvement in school and community affairs by the staff and the students, 
another group assumed the position of attempting to develop a program 
which would be specifically oriented toward vocational education. As each 
subcommittee presented its work to thu executive secretary, it was compared 
with and contrasted with the work of other committees by a small group of 
professional staff members who attempted to reconcile the various philos- 
ophy statements and goal statements into a single set of statements. From 
time to time, the total committee would reconvene for the purpose of 
reviewing the status of the reconciled statements and at this point in 
time, the various subcommittees would negotiate changes in the wording of 
the statements. The eventual product appears as Appendix A entitled 
rr San Mateo Union High School District — Educational Philosophy, Educational 
Goals, Educational Expectancies. 11 

The next step in this activity was to bring together a group of approxi- 
mately 50 teachers who were chosen primarily for their broad multidisci- 
plinary viewpoints of education. These people were charged to translate 
the goal statements into statements of educational objectives. At the 
end of two days, they had developed about 70 statements which they felt 
were representatives of the educational objectives for which the district 
should assume responsibility. It is to be noted at this point that these 
objective statements again were r.ot as specific as is normally found in 
performance or behavioral objectives. Very often the criteria were stated 
or the resources available to the student were unspecified but were inferred 
in the statement. These statements were then referred back to the major 
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committee made up of community, students, teachers, and administrators of 
the district to determine if they truely reflected the intent of the 
original goal statements* Following this activity there were approximately 
two months of intensive rewrite and reflection by both the District Educa- 
tional Specifications Committee and the group of teachers that had written 
the performance objectives for the cistrict to make certain that each 
group was satisfied with the statement of goals and objectivLS. 

When this work was done, the total document was published and disseminated 
through the usual administrative channels to all hOO teachers in the 
district. Each teacher had an opportunity to review the objective state- 
ments and to respond co them either through deletion or addition. During 
this period of time, it became apparent that objectives could be met by 
students through a number of different learning experiences offered by a 
variety of departments* It was therefore determined that the statements 
which had teen previously called objectives would better be called educa- 
tional expectancies and that each department in turn would determine the 
criterion performances against which each student's progress would be 
measured when meeting the objectives* (See page 3, Appendix A.) 

The completed philosophy, goal, and expectancy statements were then sub- 
mitted to the Board of Trustees of the San Mateo Union High School District 
for official action. It was requested at that time the Board adopt the 
new philosophy statement, adopt the goal statements, and adopt in principle 
the expectancy statements* This was achieved. 

It is important to digress now to discuss two other projects which were 
running in parallel fashion with that of the District Educational Spec- 
ification Committee. The first project dealt with Program Planning 
Budgeting System which is a segment of a project sponsored by the 
California State Departmen’ of Education. This district was selected by 
the State Department as one of six pilot districts from throughout the 
State for the purposes of establishing a model program oudgeting system* 

It is important to realize that in a project such as this it is not only 
necessary to identify the cost associated with each program, but it is 
also necessary to identify the associated educational benefit. It there- 
fore became logical that the expectancy statements, which had been 
developed through the work of the District Educational Specification 
Committee, could become the criteria Statements indicating the benefits 
derived by the completion of programs by the students* 

A task force made up of teachers and administrators from this district, 
using outside recources from the California State Department of Education, 
the consulting firm of Peat, Marwick, Mitchell, and Co. and the unofficial 
assistance of the other districts involved in the Slate project, proceeded 
to match the expectancies with the program categories which will appear 
in the program budget. At the present time, this work is still in process, 
but it is possible to say that it is showing positive results, and that 
during the school • zar 1970-71 there will be several programs in this 
district which not only have been budgeted by program but also will have 
measures of program benefit. 

The 86t.vnd parallel activity came about as a result of legislation in the 
State of California. The State Department of Education is required by 
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the Legislature to state the graduation requirements in specific subject 
areas for all students in the State of California. This legislation also 
allows that individual school districts may submit to the State Board of 
Education their own graduation requirements. Those submitted by districts 
may be used in liet of the State requirements if they are equal to or 
exceed the requirements de' •: rmined by the State Department of Education. 
This action requires that r a expectancies developed by this district be 
computable with the State i>epartment of Education Objectives or that the 
results of this work be submitted to the State Board of Education for 
approval. We are currently in the position of establishing priorities 
within the expectancy statement which will become the graduation require- 
ments for the San Mar.eo Union High School District, It is our intention 
to submit these expectancy statements with appropriate criterion state- 
ments to the State Board of Education and request that we be allowed to 
establish these as the graduation requirements for this district. 



Analysis of Vocational Education 

In preparation for the development of the general plan for vocational 
education for the San Mateo Union High School District, the. Coordinator 
cf Vocational Education reviewed the vocational data from the longitudinal 
follow-up of the graduating class of 1966, the longitudinal follow-up of 
the graduating class of 1968, and the VEA follow-up studies to ascertain 
the vocational educational needs of the students in this area. These 
findings were compared with the findings of a rather extensive need study 
prepared by the San Mateo County PACE Center. With this information, it 
was possible to prepare a comprehensive vocational educational five-year 
plan for the district. (See Appendix B) This plan was accepted by the 
California State Department of Education and initiated during the school 
year 1969-/0. 

Because one of the objectives of the Organic Curriculum is to prepare 
each student with entry level skills for s vocation, the project director 
consulted with the Coordinator of Vocational Education in the development 
of the five-year plan. 
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SECT ION 2: SPECIFICATION AND EVALUATION OF BEHAVIORAL OBJECTIVES 



As was stated in the first section of this report, this district developed, 
with the help of staff and community representatives, a new statement of 
the philosophy and goals of education and educational expectancies for 
graduates of the district. Within these statements of educational expec- 
tancies there are few criterion performances stated for the students. As 
the next step in the development of behavioral objectives, the district 
made use of a variety of resouices and procedures to develop specific 
objectives statements. In all of the following activities, the director 
of this project was involved as a consultant to assist in the writing of 
objectives, as a critic of completed work, and as an interpreter of the 
Organic Curriculum. The major value of the services of the director was 
to insure greater internal consistency of the completed work and to furnish 
identification of other consultants who were capable of contributing to 
the project . 



Reading Skills O bj <v tives 

By using combinations of ESEA Title III and local funds, members of the 
English teaching staff of one of the high schools of the district prepared 
a list of reading performance objectives for the students of that school. 
Thes'a objectives were reviewed through the regular curricular and adminis- 
trative procedures of the district and served as the basis for the develop- 
ment of a clinical reading laboratory in that school, The terminal per- 
formance objectives for that program became the terminal performance 
objectives, in reading, for the district. (See Appendix C.) 



Office Occupations Objectives 

By using a combination of ESEA Title III and VEA and local support, the 
business education departments of the district, under the direction of the 
coordinator assigned to that division, prepared performance objectives in 
typewriting, office machines, and shorthand. (See Appendix D, E, F.) 

These objectives were reviewed for appropriateness by representatives of 
the Bureau of Business Education of the California State Department of 
Education, the San Francisco Bay Area Council of Business Educators, 
representatives of the local business community, and the regular curricular 
and administrative bodies of the district. After agreement was reached, 
these objectives became the basis for the development of learning activity 
packages in the office occupations. 



Social Science Objectives 

Using local funds to obtain teacher time, the social science departments 
of the district are currently developing a statement of learner objectives 
to guide the development and selection of curricular materials in the 
district. (See Appendix G.) These objectives are b^ing evaluated by local 
staff and outside consultants for consistency with the California State 
Guidelines for the social sciences and the local expectancy statements of 
the district. 

o 
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Phased English Objectives 



Using local funding sources and staff time allocated from the regular 
instructional day, one school in the district is developing behavioral 
objectives which will describe the terminal criterion performances which 
can be expected by all graduates of that school's English program, (3ee 
Appendix H.) These objectives are being evaluated against objectives 
prepared by other school districts from across the nation which are 
involved in projects for the coordination of the development of the Organic 
Curriculum. This work is being done primarily by local staff with some 
assistance from staff members of other districts involved in similar 
developmental tasks. 

There have been two other attempts by this district to develop and evaluate 
behavioral objectives, but they both met with misfortune because of lack 
of funding. As originally conceived in 1967, the development of the 
Organic Curriculum was to be supported by a variety of funding ager ies 
in the United States Office of Education. This district was asked to sub- 
mit a request for funding of the development of behavioral objectives 
consistent with the Organic Curriculum and to develop learning materials 
to assist students in reaching these objectives in the field of communi- 
cation skills. The request was made under Title III ESEA, but the verbal 
assurances of funding did not materialize, The purpose of this grant was 
to do the developmental work listed under "Reading Skills Objectives" and 
"Phased English Objectives." Because the funds were not forthcoming as 
we had assumed, the resistance of the faculties of the schools of the 
district increased, and the role of the coordinator as a "change agent" 
became more difficult. The necessity of reallocating funds from other 
district projects to the development of the Et.glish curriculum further 
damaged the local image of the project. 

Approximately one year later we suffered through a similar experience, in 
responding to a solicitation from the. bureau of the Office of Education, 
by being accepted and then being rejected for funding in the development 
of behavioral objectives in the field of the social sciences. This second 
experience so damaged the image of the project, that the district adminis- 
tration was determined to use local funding for all developmental work 
even at the expense of having to move more slowly. This has been the 
major reason for the district's not being closer to the realization of 
the Organic Curriculum than it is. 

On the other hand, it must be stated that the basic philosophy of a 
learner paced, interdisciplinary, criterion based curriculum has been 
accepted by the majority of the leading members of the staff of the 
district. Because of their interest and enthusiasm, the project has pro- 
ceeded and will continue to do so. 




Evaluation of Behavioral Objectives 

In establishing any evaluation scheme it becomes necessary to determine 
che set of criteria by which the program is to be evaluated. In the case 
of the behavioral objectives, as it should be with any set of educational 
objectives, the number of publics which must be satisfied ir numerous. 

In particular, this district is concerned that the objectives of the 
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educational program meet the needs of the local community, the district 
Board of Trustees (as stated in the local graduation requirements), the 
professional educators (as represented by the various disciplines), and 
the California State Department of Education (as stated in the State 
Education Code) . 

It is the district administration's hope that the needs of the local com- 
munity and the district Board c>f Trustees may be met simultaneously 
through the adoption of the philosophy, goals, and expectancies 
(Appendix A). The original statements were developed through the cooper- 
ation of district staff and lay committees. The refinements of these 
statements have been reflected off a variety of committees representing 
a rather broad cross section of the community. We are currently in the 
final phase of determining which of these expectancies (with proper 
criterion measures) will bacome the new statement of district graduation 
requirements, This final work will include contributions of a large 
number of staff committees and ar even larger number of community groups. 

At the time of Board review for adoption, which is currently anticipated 
to be the spring of 1971 , the selected behavioral objectives will represent 
those which most closely specify the educational program of the district 
as perceived by the public and the Board. 




SECTION 3 i SELECTION AND DEVELOPMENT OF INSTRUCTIONAL MATERIALS AND MEDIA 



It is the philosophy of the San Mateo Union High School District that as 
instructional materials are developed there be a pilot program established 
in one or more of the schools to validate the sections of the curriculum 
which are being renewed. In the case of the four areas that will be dis- 
cussed in this section of the report, there ha.v been a pilot program in 
one or more o* the schools which was implemented along with the instruc- 
tional oregram itself. 



Reading Laboratories 

The San Mateo Union High School District established three, somewhat 
different kinds of, reading laboratories for students of the district. 

The purposes of all three programs were to treat remedial and developmental 
needs in reading for students of the district. Slirr.'listically , the three 
laboratories consisted of (1) the Capuchino reading laboratory, which is 
staffed with three teachers and a paraprof essional for 43 students; 

(2) the Hillsdale reading laboratory, which is staffed with two teachers, 
a paraprofessional , and ^3 students; and (3) the Burlingame reading labor- 
atory, which is a self-contained classroom of 23 students and one teacher. 
All laboratories had equivalent learning materials available. The major 
differences among these three programs are that in the Capuchino reading 
laboratory there is a variety of skills represented by the individuals on 
the staff who each deal primarily in the area of his or her speciality. 
Students proceed through a diagnostic procedure and are then assigned a 
teacher, or to those teachers, who can best meet the needs of the individ- 
ual youngster. As the youngster meets the criterion level of performance, 
related to that need, his reading ability is then reassessed and he is 
reassigned in a new section. All of this can take place without changing 
the student’s program because of the ’’block" assignment of a number of 
students and a number of teachers at the same period and time of the day. 

The Hillsdale reading laboratory ures many of the same diagnostic instru- 
ments employed in the Capuchino laboratory, but the mc v Jor difference is 
that each student’s profile is then fed to a C( mputer system which pre- 
scribes a series of activities which that student will follow for the 
next several weeks. The student is responsible for following through the 
program as printed out by the computer and the teaching staff of the 
laboratory serces as resource personnel .-.id tutorial aides for those 
students who need help beyond the materials they are assigned. Here again, 
there is an attempt to select staff of special skills sc that there is a 
better march between the need ot the student and the skill of the person 
assigned to assist him. 

In the Burlingame reading program, which is the self-contax “ 'i classroom 
with a single teacher, the major emphafis oN the program is based on the 
philosophy that if a student and a teacher establish a good close working 
relationship it is possible for the two of them to work through the 
educational problems that the youngster has. The diagnostic elements 
and learning activities found in the other two laboratories are also 
found in this situation. The most important common element among all 
three programs is that the youngsters must meet t\u. Same ■ riterion levels 
^ ccessful completion of each program. 

( ' 1'4 




10 



During the school year 1968-69, there was a snail comparative study made 
among these three reading programs and a typical ninth grade English class. 
The findings in this study, although not absolute nor complete, infer that 
the reading laboratory at Capuchino High School shows the greatest poten- 
tial for success. As an example of this success in the entering ninth 
grade class at that school, which numbered approximately 400, all but 
three of the youngsters were reading to prescribed grade level at the end 
of the ninth grade. The othe»* two programs also showed success but not 
to the degree found at Capuchino. No cost effectiveness study has been 
made of any of the programs. 

All three programs were designee to meet the philosophy of the Organic 
Curriculum, in that students were able to progress through their learning 
at their own rate; they were dealing with materials that were highly 
relevant to them and their needs, and the materials used were drawn from 
a number of academic disciplines rather than singly from the area of 
literature. Further information on the Capuchino reading laboratory can 
be found in Appendix C. 



Phased E nglish 

Building on the program in reading, the district then proceeded to develop 
a program of total communication skilled training. This program included 
r*.ading, writing, speaking, and listening. In each area, there is an 
attempt being made to develop criterion performances which meet the 
minimum levels of skill required for each educational goal established by 
the youngster. Each student is allowed to challenge material? or sections 
of the course and to proceed beyond them if his challenge is successful. 

The instruments that are used for challenge serve as diagnostic instru- 
ments as well. Thus, if the student is not. successful in his challenge 
of materials, it is possible to immediately assign him to work in those 
areas where he needs instruction. The establishment of criterion perfor- 
mances for each section has been extremely difficult due to the wide 
variety of perceptions by a number of people in the field of English as 
to precisely what adequate skill is required in each area. This has 
forced the curriculum team to make some arbitrary decisions in establish- 
ing criterion performances. i 7 e are currently in the position of valida- 
ting not only the materials themselves but the selection of criteH~:; 
performances to see if they actually do have a bearing on the projected 
leeds of the student. 

The program design in the school is such that all entering ninth grade 
students are given a battery of diagnostic tests which indicate the 
areas of need. All students are assigned to a reading program, either for 
the purposes of remedial reading oi developmental reading. In the cases 
of writing, speakipg, and listening, the students may challenge through 
the materials and not be assigned any course work in th®se areas. 

The writing phase consists of several levels of skill required of students 
depending upon their anticipated educational program. All students must 
show evidence of the ability to spell, to punctuate, to write phraies, 
clauses, sentences, paragraphs, and essays in a coherent and meaningful 
fashion. Each one of these specific skills is developed sequentially and 
the skill development is monitored regularly by a sequence of examination* . 

o 
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Because of the wide set of student needs that must be met, this program 
has developed into a clinical situation similar to the Capuchino reading 
laboratory where teachers and paraprofessionals meet with youngsters 
either individually or in small groups to deal with those "specif ic needs 
identified through diagnostic testing. This clinical activity takes 
place one day a week and the regular classroom program in English is 
raaintaJned throughout Viie rest of the week. 

In the original design of the speaking and listening phase of the pro- 
gram, the criterion performance was that a student should deliver a five- 
minute speech with a Tiinimum of notes. However . as the program developed 
it became apparent to the staff that even more important than delivery of 
a five-minute speech based upon research and organization done by the 
student was the necessity for the ttudent to carry on a logical coherent 
dialogue with other people who had researched and organized their think- 
ing about the same topic. This phase is now in the process of being 
developed and reworked but it is our current goal that not only will the 
student be able to prepare the previously specified formal speech but 
that he will also be able to participate Intelligently in a dialogue with 
others. The skills necessary for the maintenance of a dialogue are all 
those skills necessary for the development of formal speech with the 
addition that the participant in a dialogue must listen carefully to other 
speakers, analyze the information they are giving related to the infor- 
mation he already ha£ at hand in his own research, and then speak 
rationally in light of this new relationship. This later becomes a 
necessity if the student is to assume an adult role in a modern democratic 
society which encourages freedom of expression, yet at the same time, 
requires that people be accountable for their actions. A further descrip- 
tion of tne Phased English Program at Capuchino High School will found in 
Appendix H. 



Business Education 



As mentioned in a previous section, behavioral objectives have been 
developed by this district in the areas of typewriting, business machines, 
shorthand, and office procedures. Following the development of these 
behavioral objectives, the staff, using the resources of VEA funding, was 
able to prepare learning materials for students in these same areas. As 
a district, we have validated the materials in typewriting, and ve are 
in the process of validating the materials in other areas of business 
education . 

It is of interest to note that there have been several exDeriraents 
involving learning situations of urusually large class size and learning 
situations using specific technological aids which have been also 
evaluated in this district. One of the larger experiments in which we 
participated consisted of the teaching of typewriting through a series 
of video-taped lessons. A summary of th* evaluation of the use of video- 
taped instruction would be that although the method itself shows promise 
of beir.g very valuable for students, the technological problems involved 
with the equipment make it extremely difficult to measure the merits of 
the program. 




16 r 



12 



Examples of the learning activity packages in typewriting and office 
machines and a copy of the evaluation of teach ng typewriting through 
video-tape will be found in Appendix I and J. 



Social Science 

The California State Department of Education has prepared for dissemina- 
tion and utilization throughout the State a framework in social science 
which is based on concept knowledge and inquiry training skills. In 
response to the request of the State Department to develop a curriculum 
using concept and inquiry training, and, at the same time, attempting to 
be consistent with the philosophy of the Organic Curriculum, the San Mateo 
Union High School District has held two summer workshops involving a 
large number of our certificated staff members to develop a curriculum 
for the social sciences. The result of this work has been the statement 
of approximately 20 concepts which fulfill the broad social science 
curricular needs of all students. They range from cognitive understanding 
of self and the creation of a more positive self image on the part of the 
student. Because of the broad nature of the concepts, the learning 
materials that are in the process of being developed encourage the teacher 
and the student to make use of areas of knowledge in such a way as to 
require an interdisciplinary approach to the understanding and utiliza- 
tion of the concept. 

The current status of this project is that a pre- and post-test have been 
developed and the knowledge of all students in social science classes in 
the San Mateo Union High School District was assessed at the beginning of 
this school year. It is our intention tc remeasure the students 1 knowl- 
edge by the post-tesc in the spring of 1971 for the purposes of determin- 

ing the student growth with regard to specific skills and concepts. 

Some learning materials have been developed and will be validated during 
the school year 1970-71. It is our further Intention that these materials 

will be rewritten during the summer of 1971 for broader application during 

the next school year. Representative materials related to this program 
will be found in Appendix G. 
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SECTION 4: TRAINING PROGRAMS 



Training for Coordinators and Project Administrators 

The implementation of the Organic Curriculum retires a rather large 
change in the operation of the school system. The major changes are i:i 
the decision-making process for a school or district and changes in 
behavior in the persons in which decision-making authority and account- 
ability are vested. This district initially became involved in these two 
change areas in the form on systems training for the project director so 
that new techniques of management could be applied to school systems and 
training in the process of communication. The initial meetings of tha 
coordinators from all of the districts involved in the development of the 
Organic Curriculum during the late summer of 1967 contained segments of 
both parts of this work. 

Upon returning to California from the meetings in Bloomfield Hills, 
Michigan, in the summer of 1967* the coordinator and a district adminis- 
trator responsible for program planning enrolled in an ESEA Title III 
training project in this State. The title was "Preparing Educational 
Planners" (PEP), and its intent was to prepare educators to use system 
approaches to management and decision-making in the school districts of 
the State. It would be presumptuous at this time to attempt to review 
the topics and skills covered in this year-long training series of 
sessions, however, information pertaining to this project may be obtained 
from Ooeration PEP, County Superintendent of Schools, County Government 
Center, 590 Hamilton Street, Redwood Cicy, California 94C63. It may be 
sufficient to state that the knowledge and skills learned ir these 
sessions served many times to assist this district in the solutiun of 
new education problems which were presented by the changes in school 
decision-making and management. 

The work in the development of better communication centered around 
learning the skills of group decision-making. At several meetings of all 
of the representatives of school districts involved in coordination of 
the Organic Curriculum, representative of National Training Laboratories 
and Northwest Regional Educational Laboratory presented programs ranging 
from segments of work specifically designed to assist the coordinators 
in the solution of common problems to complete training programs designed 
to be used rather broadly with various segments of the professional staffs 
of the schools involved in the change rrocess. Here again, a detailed 
account of the materials used would be improper for the purposes of this 
report, but further information may be obtained from Dr. Robert Fox, 
National Training Laboratories or Dr. Charles Jung, Northwest Regional 
Educational Laboratory* It must also be stated that the knowledge and 
skills obtained fro* these sources were extremely valuable to the 
coordinator in the performing of his duties. 



T raining In the Development of Performance Objectives 

During the summer of 1968 thi*. district sent a team of teachers to Duluth, 
Minnesota, for training in <,he writing of performance objectives. This 
team consisted of several teachers assigned to the development of learning 
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materials for business education and others working in the area of 
redesigning the English curriculum for the district. The result of the 
craining received by these groups is evident in the materials produced by 
their respective curriculum development teams upon their return to the 
district and during the next years. (Refer to Appendixes D, E, F, H, I.) 

Duiing this same summer the San Mateo Union High School District hosted a 
training program for teachers of reading which was funded by NDEA Title XI. 
The purpose of this training program was to teach teachers of reading to 
develop performance objectives and criterion performances related to the 
teaching of reading and to use the specific skills and materials developed 
in conjunction with the Capuchino reading laboratory. Representatives of 
several districts, which were also performing work under contracts with 
USOE to coordinate the development of the Organic Curriculum, were in 
attendance at this training session. The design of the program was to 
train the teachers in the utilization of the materials and to evaluate 
their progress after their return to their loca. 1 districts. The results 
of this project may be found in the final report of Project No. OEG-O-S- 
081596-2735(049). A similar program was sponsored by this district during 
the summer of 1969. 

Modest use has been made of two "prepackaged 1 ’ training programs for the 
development of performance objectives and the related learning materials. 
The first is a program titled Lap Over Lap prepared by Richard V. Jones. 
This was developed by Dr. Jones at Stanislaus State College, Turlock, 
California, and was used by the staff in the preparation of objectives and 
learning materials for business education. A second set of materials used 
is the Vimcet slide-taped seif-instructional system designed by Dr. James 
Pophan, UCLA. These materials were made available in several schools in 
the district with opportunities for staff members to make use of them in 
their free time as they saw fit. Because of the random fashion in which 
they were used, it is difficult to determine exactly how much use the 
materials received, but using school-generated proposals for curricular 
and instructional change as a measure, it appears 1‘ron the formats used 
by staff members that knowledge of and skills in writing performance 
objectives increased in a marked fashion during the time the materials 
were available. 



Teacher Behavior Change Trainin g 

The implementation of the Organic Curriculum as a structure for learning 
by students requires that teachers change or adapt their own behavior so 
that th±y become more facilitators of learning than information givers 
and situation controllers as many teachers are in the conventional settings 
of present day schools. This district has investigated three modes of 
bringing this desired behavior change about without creating too large a 
threat to the self-image of the teachers. Two teacher volunteers were 
sent to a training session sponsored by McClellan and Alschular in 
achievement motivation. The teachers who participated found the skills 
they learned to be most beneficial to them, but it is our current thinking 
that we do not have sufficient numbers of properly trained individuals 
available to sponsor a large scale training program for general faculty 
consumption. It is our goal, however, to eventually train a great portion 
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of our faculty in the use of these concepts and thus prepare them for their 
new roles in the schools of the future. 

The second form of teacher behavior modification, which the district has 
considered, is the Teacher Effectiveness Training (T.E.T.) program pre- 
pared by Thomas Gordon, This program is readily available in our 
immediate area ar.d funds from this project were used to furnish training 
for several teachers, counselors, and school administrators. The net 
result of this exposure is th pc at this time we have several training 
programs active in three of our schools in V7hich teacher volunteers are 
learning new skills in dealing with student problems. An additional 
reward of this particular program is that we have several of our own 
staff performing in leadership roles :Ln the training cf other staff. 

Within two or three months the district will be completely self-sufficient 
in its ability to staff its own training programs. 

We are using the two preceding programs, N-Achievement and T,E,T,» as 
devices to change the learning environment climate through modification 
of teacher-pupil relationships. Because the objective of this training 
is to have students approach learning more independently and with greater 
anticipation of positive results, it will require more time and more 
sophisticated measures than we are able to allocate for the purposes of 
this study to verify it it truly occurs. However, both programs have 
been validated by their authors, and we, therefore, are certain the 
anticipated benefits will follow as we continue to support the training 
activities , 

Two members of the district staff were sponsored by this project in 
receiving training in the use of the Research Utilization in Problem 
Solving (RITPS) model prepared at the Northwest Regional Educational 
Laboratory, This model is designed to prepare teachers to work effec- 
tively as members of a problem-solving team. Considering the probable 
new staff relationships which will evolve in schools utilizing the 
Organic Curriculum, it will become necessary that teachers work as 
collaborators in seeking solutions to common problems rather than in the 
now common independent fashion. At this time we have not initiated 
training programs for other staff members, but this is being contemplated 
for the near future. 



Summer Workshops 



This district has found that a most effective means of introducing new 
skills to teachers, and at the same time giving them the opportunitv to 
use them in the solution of their own problems in curriculum development, 
has been to make extensive use of summer workshops for staff. The intent 
of each workshop sponsored by the district during the past two years has 
been to produce new skills in the teachers which they may use during and 
after the workshop to enhance their proficiency as teachers and to pro- 
duce some useful curricular modifications which have immediate effect on 
the instructional programs in the district. This has been successful in 
working in a variety of discipline areas which include social science, 
mathematics, English, science, and vocational educational programs. 
Student population which served as test groups for new materials has been 
drawn from the regular summer school program of the district. 
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SECTION 5; ESTABLISHMENT OF COMMUNICATION CHANNELS WITH THE COMMUNITY 



The project director and other members of the administrative staff of the 
district have used two principle methods of communicating the program of 
the schools to the community and establishing some method by which the 
community could communicate to the schools. The traditional approach of 
serving in the capacity of speakers at many community service and civic 
organizations was used with some success in conveying the message of the 
schools to the community, but lacks significantly in providing some means 
by which the community can respond. Although this method is relatively 
ineffective, it was felt to be a necessary first step in creating community 
awareness of the changing programs of the district. 

By far, the most effective method of establishing a useful dialogue with 
the community is to involve many community members in the decision-making 
processes of the district. While it is understood that by state law the 
Board of Trustees must retain the responsibility of the final decision, it 
is possible to use the thinking and skills of many community members in 
the preparation of infomation for the Board before the final policies are 
established. The district made wise use of two types of committees — ad 
hoc and long-term advisory. 

Ad hoc committees have been extremely helpful in dealing with the genera- 
tion of district philosophy, goals, and expectancies (Appendix A). They 
were also immeasurably productive in the development of the guidelines 
and specifications for the development of the curriculum and physical 
design of cur anticipated high school (Appendix K) . In both instances, 
laymen served side by side with the educators o£ the district in the 
generation of workable solutions to common problems. It was through this 
process that the Initiation of tht Organic Curriculum in this district 
achieved its greatest community support. 

Long-term advisory committees serve another necessary but uniquely dif- 
ferent function for the benefit of the students of the district. As 
programs have been designed and piloted in the district, it is necessary 
to monitor their progress against the original objectives as set forth 
at thuir inception. Often the educators who are involved in the program 
in the day-to-day aspects become so completely immersed that it is 
extremely difficult for them to be objective about the progress of the 
project. For this reason the district has established a number of 
advisory committees to periodically review the status of the work and to 
advise the operators of the program as to where adjustment is needed. 

The establishment of these committees started with programs supported by 
ESEA Title I and VEA, but is spreading to other areas of the school 
program. This type of service to the schools by many members of the 
community has been most beneficial in establishing a real two-way communi- 
cation between the school and the community. 
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SECTION 6: SYSTEM MANAGEMENT 



One of the first activities entered into by the project director upon his 
appointment by the local Board was to attend a training session held for 
directors of related projects in several other districts. This workshop 
was held in Bloomfield Hills, Michigan, and among many topics on the 
agenda was an introduction to system management. During the school year 
1967-68, the project director was invited to participate in Operation PEP, 
a program to develop educational planners for California, and with the 
permission of the superintendent of the district, accepted the invitation. 

Operation PEP, a program supported by a grant under ES£A Title III, was 
designed to train school district personnel (Board members, superinten- 
dent, district administrators, school administrators), county office 
personnel, and PACE center personnel in the newest techniques available 
in system management and system applications to problem-solving. Among 
the topics studied and the skills learned by the participants were? 



1. 


System analysis 




2. 


System synthesis 




3. 


Management control devices — PERT, CPM, Gantt 
Diagramming, PPBS 


Charttli ^, Fluw 


4. 


Decision-making models 




5. 


Objective writing 




6. 


Performance contracting 




7. 


Goal setting models 




8. 


Evaluation procedures 




9. 


Need assessment procedures 




The knowledge and skill gained by the participants were immediately applied 
to individual local problems so that with the aid of the consultants and 


the staff of the project ic was possible to meet local 


needs with greater 


facility 


r than would be normally possible. Most of the 


skills learned in 


this project have been applied successfully to the coordination of the 


Organic 


Curriculum. 





One of the objectives set for the installation of the Organic Curriculum 
in a school is that it be educationally and fiscally accountable. A 
common way to monitor this objective is to develop a budgeting procedure 
and an educational assessment program by which both aspects of the objec- 
tive may be measured. By combining these two components in the proper 
way, it becomes possible to use the information gained to assist in the 
planning of futuve activities related to the program. A device which 
accomplishes these goals is the Program Planning Budgeting System (PPBS). 



The San Mateo Union High School District was invited to join five other 
districts in the State of California in the development of such a system. 
Because the district was already committed to the concept of accountability 
through its development of the Organic Curriculum, the district adminis- 
tration and the Board of Trustees agreed to participate in this state- 
wide activity. This participation required that many levels of district 
personnel be trained in the techniques to be used in the management of 
this form of budgeting. Coupled with the previous training received by 
the director of this project, the district soon obtained a cadre of 
administrators and teachers prepared to perform the necessary developmental 
tasks required. Because of the large number of personnel involved in a 
task of this magnitude, this training is continuing now and will continue 
for some time to come. 

The educational expectancies referred to earlier in this report and found 
in Appendix A, and the instruction program objectives with their related 
criterion performances as found in Appendix D served as a basis for the 
educational assessment section of the PPB System. The standard format 
"JAl" budget categories required by the State of California served as the 
basis for the fiscal section of the system. 

The third aspect of system management which has developed as a result of 
the districts involvement in the development of the Organic Curri/ujura 
is performance contracting. Because of the complexity of the program of 
the Organic Curriculum, the district has had to partition the task into 
manageable activities. This was accomplished using management skills 
learned during participation in Operation PEP. Many of these activities 
can be treated as relatively independent operations involving a limited 
segment of the district or outside personnel. To allow for district con- 
trol without expending large amount? of district resources in actually 
managing the separate tasks, a system of performance contracting has been 
developed to be used with the staff. 

Agreements have been reached with individuals and groups of faculty members 
to have them perform specific services as a part of the total project. 
Specified amounts of district resources are allocated to these individuals 
or groups, and negotiated objectives are to be met by them. This approach 
allows the individuals involved in the work to have broad latitude in the 
procedures they chose to adopt, yet the district maintains control of the 
quality of the product. During the year 1970**71 the district has entered 
into a performance contract with a private firm to perform a segment of 
the instructional program (dliver training), and will evaluate the benefits 
of this approach during the fall of 1971. 
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SECTION 7: EXTERNAL RELATIONSHIPS 



O ther Schools In the Netwo rk 

One of the unique features of the project to coordinate the Organic 
Curriculum in the San Me Leo Union High School District was the parallel 
activities of coordination of similar projects in approximately 20 other 
school districts selected ^rom across the nation. The original intention 
of the granting of the simultaneous projects wap th:- development of dif- 
ferent, hut related, aspects of the curriculum in separate school dis- 
tricts representing a broad cross-section of the American educational 
environment. It was further planned that through close coordination the 
various segments, which were developed on separate sites, could be trans- 
ported to other sites and synthesized into a complete system. Finally, 
it was projected that through this transplanting of programs and the 
synthesizing of new curricular structures it would be possible to validate 
the system as a whole. 

To achieve this rather complex goal the United States Office of Education 
granted a management contract to the E. F. Shelley and Company to assist 
in the formal coordination of the several projects. The function which 
the company performed was to design procedures through which the school 
districts involved in the developmental work could communicate with each 
other at two levels — policy making and operations. The policy making 
communications took place through the organization of the superintendent 
of the individual district;: as representatives of their Board of Truster *. 
The operations liaison took place through the organization of the coor- 
dinators into a communications network through which developmental infor- 
mation could be exchanged. 

The district superintendent assumed the responsibility of setting proce- 
dures to be followed by member districts in interfacing formally with the 
leadership furnished by the Office of Education — representatives of 
E. F. Shelley and Company and DCVER/USOE. They functioned through a 
steering committee of six superintendents elected from the total group 
which met approximately six times a year, and in general sessions which 
were convened three times per year. Specific programs requiring Joint 
action of all of the districts were considered and decisions were made cs 
to their disposition. Examples of the types of programs considered are: 
the establishment of a legal structure which would continue to exist at 
the end of the federal funding period, the assignment to individual dis- 
tricts in the management of special programs which all districts would 
participate, and the securing of funding from sources outside the local 
districts and the Office of Education. 

Also serving on the steering committee of district superintendents were 
two chief state school officers. They were selected from and by -:hu 
group of chief state school officers and their representatives who chose 
to accept the invitation to participate In the project. These positions 
were included at this level because of the important role that State 
departments of education play in the interpretation of State Codes and 
in the allocation of resources. If the development of the Organic 
Curriculum were to be fully explored, it would become necessary to have 
the cooperation of the chief state school officer and his department in 
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dealing with possible deviations from standard practice in the areas of 
graduation requirements, personnel procedures, pupil accounting systems, 
etc. A second benefit of including representatives of State departments 
of education in this project is that these departments could facilitate 
exchanges of information related to the project objectives in the geo- 
graphic regions surrounding the many schools in the network. 

The other communication structure developed among districts was centered 
in the coordinators themselves who met as a group three times per year. 

The two major functions of this organization were to expedite the flow of 
current developmental information among the staffs of the member school 
districts and the sharing of technical assistance in the form of personnel 
amor* the districts. The sharing o* current developmental information 
was handled through the exchange of regular progress reports normally 
sent to the Office of Education and through the direct exchange of infor- 
mation between and among curriculum development groups operating in dif- 
ferent districts. Technical assistance was coordinated through the develop- 
ment of special training programs which served the needs of many districts 
at one time and through the exchange or loan of personnel between two 
districts to assist in the resolution of specific developmental programs. 
Examples of the latter are assignment of staff from one district to 
another on a temporary basis for the purpose r.f administrating or assist- 
ing in workshops, ii;scrvice training, and evaluation activities. 

Liaison between the superintendents' and the coordinators 1 groups was 
maintained through the appointment of one of the coordinators as a 
"coordinators* coordinator." This individual's office served as a 
central communications point through which necessary information and in- 
quire could be channeled. The coordinator himself sat as an ex officio 
memi *u of the superintendents* steering committee and was responsible for 
directing communications from that group to the many district coordina- 
tors. 



In all districts having projects for the development ^f the Organic 
Curriculum, the individual designated to perform the coordination activi- 
ties of the contract was the ,: E.S.*70 Coordinator" for the district and 
the superintendent was the fiscal officer for the contract. From the 
previous section — Other Schools in the Network — it is possible to see 
that both individuals had direct access to the representatives of USOE 
and to each other. Because one of the objectives of funding several 
similar projects with districts in twelve statan was to attempt to bring 
about curriculum change with a minimum of duplication in effort, the 
Office of Education was extremeiy helpfjl in securing information concern- 
ing developmental work that was already being carried out which would 
benefit the collective work of the network. DOVER through the management 
contract with E. F. Shelley and Company kept the local districts informed 
about the progress of work being carried out under other contracts with 
that division and other divisions and bureaus of the Office of Education. 
These communications took the form of regular general mailings and direct 
telephone and written messages in response to inquiries sent from local 
districts. The representatives of the office were also extremely helpful 
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in establishing meaningful communications between othev project directors 
and those project directors involved in the coordination of the Organic 
Curriculum. 

Another relationship which was established between the network of dis- 
tricts and the Office of Education was in the area of designation of 
topic areas where new projects should be granted. As the member districts 
progressed toward the objer ives of their projects, it became apparent 
that additional research information and developmental work was needed in 
specific fields. It was airjo apparent chat local school districts did 
not always have the resources or skills to perform the work needed. The 
director of DCVER was most cooperative in considering the needs of the 
network in the designation cf R.F.P.'s prepared by that division. In 
several instances R.F.P.’s were published, which directly served the needs 
of the network, and a requirement of each R.F.P. was that the agency which 
was awarded the contract was directed to establish a specific communica- 
tion linkage with one or more of the school districts engaged in the 
development of the Organic Curriculum. It should be further stated that 
the Office of Education made certain that these linkages were establisned 
and maintained, and this greatly enhanced the work of the local districts. 



California State Department of Educacion 

The Superintendent of Public Instruction for the State ol California was 
invited to attend the original conference held in Fort Lauderdale, 

Florida, from which grew the network of schools described in the report* 
Although he and members of his department were interested in the program, 
he was unable to attend the meeting and invited the superintendent of 
this district to report to him and his Cabinet following the meeting. 

After this district had submitted its proposal to USOE to be one of the 
original districts in this program, and before the grant was approved by 
USOE, the designated project director and the local superintendent were 
invited to discuss the opportunities of such a program with Dr# Rafferty 
and his Cabinet, oec^use of the uncertainty of funding at that time, the 
report was received with the only action being that one member of the 
Cabinet was assigned to maintain contact with the local district for the 
purpose of developing a firm assistance linkage between the local district 
and che State Department. Because of a series of reorganizations within 
the State Departrent, it was not until eighteen months had passed that 
such a linkage was established firmly. 

The liaison structure which was established was with the director of 
ESEA programs for the State of California. This determination was made 
because the major import of the cooperation between the State and the 
local district would bo in the general area of innovative programs which 
normally come under Title III of this Act. Under funding of this contract, 
it was possible to support attendance of members of the State Bureau at 
several meetings described in the first part of this section of thfs 
'report. The major benefits of this relationship have been that the 
representatives of the State Department, who have attended meetings of 
the network, became knowledgeable about the objectives and processes of 
the project and were able to furnish direct assistance to the district 
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in its activities and furnish information about related programs in other 
districts from within the State of California* Although ft was extremely 
difficult for the State Department to furnish financial assistance for 
segments of the developmental work needed for this project, the technical 
assistance furnished was of great value to the progress of the project. 



FINDINGS AND ANALYSIS 



The findings of this project will be limited to the two primary areas in 
the original proposal: 

1. Develop an integrated comprehensive curriculum for grades 
nine through twelve. 

2. Delimit the general purposes of the Organic Curriculum to 
the local school district. 

The measure used to determine the effectiveness of the project in the 
area of curriculum is the progress of the staff in the production of 
curricular materials which support or deny the thesis. The most signif- 
icant development in this area during the life of the project is the 
creation of the educational philosophy, goals, and expectancies for the 
district. Through this procedure it became evident to the staff and 
public of the district that the purposes of the district are to offer the 
students a comprehensive educational program from which they can select 
those studies which most closely raeev their needs. It further became 
evident that the programs of the district are so interrelated that none 
can be considered in isolation from the others. (See references to 
related expectancies in Appendix A.) 

Comparing the developmental work of the English departments (Appendix H) 
and the social science departments (Appendix G) , it becomes apparent that 
while the psychomotor and cognitive training in these two departments may 
be unique to the department, the education in the affective domain it 
very similar and is capable of being integrated. This work Is in progress 
and vi 11 continue past the termination of this project. Coupled with a 
review of the curricular developments In the business education department 
(Appendixes D, E, F, I), it is evident that it is possible for a district 
using its own resources to develop an integrated, comprehensive 
curriculum. 

NOTE: It is necessary to review the final reports of other districts 

performing developmental work in the areas of mathematics, 
science, and vocational education to determine the effectiveness 
of their work in this area. 




The measure of the effectiveness of this project to communicate the 
general purposes of the Organic Curriculum to the local school district 
must be made indirectly. At the initiation of the project, it was 
determined to measure this objective by measuring the commitment of the 
public in the district to the purposes of the project. 

During the school year 1969-70 there were fifteen specific proposals sub- 
mitted by the staff of the district to implement programs consistent with 
the purposes of the Organic Curriculum at individual school sites. Of 
the fifteen proposals submitted, seven were school-wide in nature and 
eight dealt with programs smaller than the total school but larger than 
a single course, arid were also consistent with the purposes of the Organic 
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Curriculum. During the summer of 1970 nine staff initiated workshops were 
held of which six dealt specifically with purposes of the Organic Curric- 
ulum. It must be noted further that the district administration supported 
these workshops and projects before the Boa v d of Trustees, and specific 
reference was made to the Organic Curriculum and its relationship to the 
anticipated activities. The Board of Trustees demonstrated its commit- 
ment by allocating $183,000 local, runds to support the work. 

The final measure of commitment in the district is the nearly completed 
task of the adoption of the educational expectancies as indicators of the 
educational program of the district. These expectancies grew out of and 
represent the purposes of the Organic Curriculum. The decision of the 
Board and the administration to pursue this course of action and the 
massive amounts of time spent by staff and the lay public in the creation 
of this document is further evidence of commitment. 



CONCLUSIONS AND RECOMMENDATIONS 



Conclusions 



Based on the findings anu the documentation of the related activities, it 
is possible for a district in cooperation with other districts of similar 
philosophy to develop an integrated comprehensive curriculum for grades 
nine through twelve which is consistent with the purposes of the Organic 
Curriculum. 

If one will accept a commitment to action by the district as evidence that 
the purposes or the project were communicated effectively to the district, 
and that this action was consistent with the purposes of the project, it 
can be concluded that these purposes were substantially delimited in the 
San Mateo Union High School District. 



Recommendations 

The total scope of this project required a mix of skills and modes of 
action on the part of the coordinator assigned to the position of project 
director. Initially, he must be a person whom other staff members have 
grett confidence in his integrity and his capabilities as a f acilitator. 

In the situation of asking staff to change behavior and philosophy of 
long standing, .he "change agent" must be able to inspire a great deal of 
confidence in the people he meets. He must further have sufficient 
control over resources that he can bring about change quickly when cir- 
cumstances merit it. Generally speaking, teachers trust teachers but 
administrators have the authority to real’ocate resources. It is 
extremely difficult to perform both roles as teacher and administrator 
simultaneously. Specifically, to assign the "change agent" a position in 
the administration reduces his effectiveness as a person to be trusted. 

A second consideration leading to a recommendation is the problem in 
training new management techniques for the project director. This pro- 
ject along with many others funded by USGii has as one of its basic 
ingredients --the reorganization of the administration and management of 
school futi^. ons. There are few places where the project directors or 
other personnel attached to the project can receive adequate training in 
this area. 

Finally, reviewing the large number of publics associated with the typical 
school district in the nation (students, staff, parents, patrons, lay 
boards, personnel of other school districts, local governmental agencies, 
State agencies, and national agencies), it becomes necessary that the 
project director expend great portions of his time in interfacing with 
these publics in order to maintain adequate communications. This time is 
usually taken froni necessary management and development time for the 
project . 
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The discussion above leads to two recommendations: 



1* In a project of this magnitude, it is necessary that the project 

director be supported by a staff representing the wide variety of skills 
needed to operate the project. It is further recommended that this 
staffing be negotiated as a part of the original proposal with the 
Office of Education. 

2, That USOF. perform the specific service of making training available 
for project staff in those areas wnere it is apparent that training is 
needed. This service can be performed either in conjunction with 
other contracts held by the office or for a fee to be assumed by the 
local agency. 
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appendix a 



SAN MATEO UNION HIGH SCHOOL DISTRICT 



Educational Philosophy 

Educational Goals 

Approved by the Board of Trustees 
September 25, 1969 



Educational Expectancies 

Revised and Submitted to the Beard of Trustees 
January 8, 1971 
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EDUCATIONAL PHILOSOPHY 



The San Mateo Union High School District provides each 
individual par t i c i pati ng in the district educational programs 
maximum opportunities to become a purposeful and active member 
of our modern democratic society* 

With this as the prime purpose of the district, learning 
experiences are directed toward helping the individual to 
develop a positive self-image and personal value system, to 
use the processes of decision-making, to understand change 
and how it may be influenced, to recognize the interdependence 
of peoples# to value his cultural heritage, and to develop a 
commitment to a democratic society^ 
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EOUCATI OIIAL GOALS 



The goals of the San Mateo Union High School District are to develop 
individuals who, in terms of their potential i 

1.0 KNOW THE MANY FORMS IN WHICH COMMUNICATION OCCURS, AND COMMUNICATE 
EFFECTIVELY. 

2.0 MAINTAIN GOOD PHYSICAL AND MENTAL HEALTH. 

3.0 UNDERSTAND AND ACCEPT THEMSELVES AND OTHERS. 

4.0 ARE AWARE OF AND SENSITIVE TO VALUE SYSTEMS. 

5.0 PARTICIPATE IN THE ECONOMIC, POLITICAL AND SOCIAL ASPECTS OF 
MODERN ORGANIZED SOCIETY. 

6.0 APPLY THE PROCESSES OF PROBLEM SOLVING. 

7.0 HAVE A COMPREHENSIVE AND ACCURATE KNOWLEDGE OF THE WORLD OF WORK. 

8.0 REALIZE THE ROLE OF EDUCATION IN HUMAN PROGRESS. 

9.0 CONSERVE THE NATURAL AND HUMAN RESOURCES OF' THEIR ENVIRONMENT. 

10.0 USE LEISURE TIME IN INDIVIDUALLY AND SOCIALLY PRODUCTIVE WAYS. 
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EDUCATIONAL EXPECTANCIES 



Educational expectancies are the outcomes of schooling that are 
desirable and reasonable both for the individual and for society. It is 
well to remember that expectancies are not reached by all people at the 
same rate. Some people reach higher and more comprehensive levels of 
achievement than do others. Each person, as a result of circumstances, 
interests, or abilities, may reach higher levels of achievement in some 
areas than in others. These expectancies, therefore, do not necessarily 
represent minimum levels or achievement anticipated for all students* 

Statements of goals and expectancies become operational through the use 
of performance objectives which identify desired behavior. Desired outCDmes, 
stated in terms of measurable behavior, are specified at the course level. 

It is the obligation and responsibility of the school to create situations 
which encourage and allow each student to work toward achieving the goals 
and expectancies of the district- 

Each major district goal is accompanied by a statement of related 
educational expectancies that are indicative of the behavior of the person 
who reaches the goal. Many of these expectancies may be applicable to 
several goal statements, A chart, provided with each goal statement and 
its corresponding list of educational expectancies, indicates where ad- 
ditional expectancies pertinent to this goal can be located. 
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1.0 KNOW THE MANY FORMS IN WHICH COMMUNICATION OCCURS, AND COMMUNICATE EFFECTIVELY 



************************************************************************************ 

Related Educational Expectancies. Each individual educated co this goal should or 

should be able to: 

1.1 Comprehend that two-way understanding is necessary for effective communi- 
cation to occur. 

1.2 Understand how attitudes, values, and emotions are communicated in both 
verbal and non-verbal ways. 

1.3 Realize that he cannot relate to all people in the same manner or to the 
same degree. 

1.4 Evaluate the effectiveness of his communication with others. 

1.5 Communicate verbally and non-verbiilly in ways appropriate to the situation. 

1.6 Communicate his own values in an effective manner. 

1.7 Recognize and respect the feelings and expression of others. 

1.8 Listen and respond to the expressions of others. 

1.9 Analyze individual and/or group discussions for logical consistency. 

1.10 Examine and recognize the difference between fact and opinJon. 

1.11 Draw conclusions, v\eke logical predictions, co.vnunicate his position, and 
support his position with evidence. 

1.12 Identify areas of strength and weakness in the vay that he uses word 
manipulation skills and verbal and written cotr.vui.icat Ion. 

1.13 Read, write, listen, and speak at a functional level. 

1.14 Understand the importance of all media in communication and their respective 
strengths and weaknesses. 

1.15 Appraise the influence of mass media on opinion. 

Additional Related E xpectancies 



Major Goals 




2.0 MAINTAIN GOOD PHYSICAL AND MENTAL HEALTH 



Related Educational Expectancies. Each individual educated to this goal should or 

should be able to: 

2.1 Exhibit a knowledge of human bodily functions, anatomy, and physiology. 

2.2 Understand and practice the concepts of total physical fitness, including 
nutrition, rest, and erercise. 

2.3 Demonstrate responsibility for healthful living and comprehend the dangers 
of the use of alcohol, tobacco, and drugs. 

2.4 Possess a scientific, critical, and intelligent attitude toward personal 
^and public health problems, including the prevention and control of disease. 

2.3 De^jnstrate a practical knowledge of accident prevention, first aid, and 
control of disease. 

2.6 Recognize that mental attitudes and emotional feelings are related to physical 
well being. 

2.7 Exhibit ability to function effectively under stress. 

2.8 Exhibit physical skills commensurate with the growth and developmental level 
of the individual in physical education activities. 

2.9 Demonstrate knowledge and skills in life-time sports. 
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3.0 UNDERSTAND AND ACCEPT THEMSELVES AND OTHERS 



AAAAAAAAAAAAAAAAAAAAAAAAAAAAA-*AAAAAAAAAftAAAAA'AAAAAAAAKAAAAAAAAAAAAAA^AAAAAAAAAAAAA£ 

Related Educational Expectancies. Each individual educated to this goal should or 

should be able to: 

3.1 Understand how the human personality is formed. 

3.2 Consider himself to be a worthwhile individual. ' 

3.3 Understand the causes for his behavior. 

3.4 Recognize the inherent worth of every individual. 

3.5 Take into account individual difference? in people. 

3.6 Perceive the problems of others as being real and worthy of his concern. 

3.7 Recognize and assess the many roles people play in groups. 

3.8 Work with diverse groups and individuals to attain mutual goals. 

3.9 Understand that economic * cultural, and social influences cause individuals 
and groups to think and act in diverse ways. 

3.10 Examine his personal long-range goals in relation to his evolving self- 
concept. 

3.11 Evaluate and adjust his vocational and educational objectives in terms of 
knowledge abcnt himself and the world of work. 

3.12 Assess and appraise his aptitudes interest and achievements in relation .o 
vocational and individual objectives. 



Additional Related Expectancies 



Major Goals 
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4,0 ARE AWARE OF AMD SENSITIVE TO VALUE SYSTEMS 



***** *********************** A ****>jlc ****4 ********* *****************************11***** 

Related Educational Expectancies. Each individual educated to this goal should or 
should be able to: 



ii 



4.1 Be aware of his own value system and the influences which mold such systems. \ 

4.2 Choose non-destructive courses of action consistent with his own value system. 

4.3 Recognize that decisions based on value judgments may differ from individual I 

to individual and from situation to situation. 

4.4 Analyze differing points of view and demonstrate willingness to re-evaluate j 
his own in terms of them. 

4.3 Realize that individuals with different; value systems may solve common problems j 
by working together. ' 

4.6 Accept the consequences of decisions based upon his value judgments. j 
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Additional Related Expectancies 



Major Goals 




Educational 



5,0 PARTICIPATE IN THE ECONOMIC, POLITICAL, AND SOCIAL ASPECTS OF MODERN ORGANIZED 
SOCIETY . 

************************************************************************************ 



Related Educational Expectancies. Each individual educated to this goal should or 

should be able to: 

5.1 Understand and evaluate social systems In terms of thefr effects on the in- 
dividual and the group. 

5.2 Conprehend the need for societal control of individual actions. 

5.3 Realize tile role of the individual in the existing political, economic, and 
social systems. 

5.4 Recognize the uniqueness of the family as a sc lal organization. 

5.5 Recognize the role of group action in the existing political, economic, and 
social systems. 

5.6 Understand the need to support those institutions basic to our democratic 
system. 

5.7 Participate effectively in the social system in which he lives. 

5.8 Analyze the influence of special interest groups on society. 

5.9 Recognize the value to the individual and to society oi voluntary services. 
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Additional Related Expectancies 



Major Goals 
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6.0 APPLY THE PROCESSES OF PROBLEM SOLVING 



* * A***************-** **************** ***** ** ** A A ****** A ********* A********* ********1*** 

Related Educational Expectancies. Each individual educated to this goal should or 
should be able tot 

6.1 Recognize and define the pioblem. 

6.2 Recognize and define techniques necessary for problem solving and decision 
making. 

6.3 Identify, gather, and use al] available sources of information. 

6.4 Select relevant and reject irrelevant data. 

6.5 Analyze the data. 

C.6 Determine and test alternate methods of solution. 

6.7 Select a method for solution and accept responsibility for the results of the 

decision. 

6,3 Organize and report data using written, verbal, modeling, drawing, or other 
appropriate means. 

6.9 Identify cause-and-ef f ect relationships, 

6.10 Perform computations at a functional level 



Additional Related Expectancies 



Major Goals 
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7.0 HAVE A COMPREHENSIVE *ND ACCURATE KNOWLEDGE OF THE WORLD OF WORK 



*** ********** AAA A AAA A AAA* A A ********* A A A A A A AAA ****** A *** ************ ft Aft* ******£** A** A 

Related Educational Expectancies. Each individual educated to this goal should or 

should be able to: 

7.1 Know about a wide variety of occupational fields and the required education 
and training necessary for entry level employment and advancement in these 
fields. 

7.2 Possess knowledge and skills necessary for enlcy-level employment in ac 
least one occupational area. 

7.3 Recognize that occupational changes occur in a modern technological society. 

7.4 Demonstrate the potential fci od^otability to changing occupational demands. 

7.5 Make occupational choices in line with his interests and abilities , and in 
terms of the opportunities optn to him. 

7.6 Relate effectively with individuals and groups with whom he comes into con- 
tact in the occupational field of his choice. 

*/.7 Perceive the role and influence of organizations and government in the world 
of work. 

7.8 Understand the need to maintain himself as a self-supporting and contributing 
member of society. 

7.9 Re.cognize the dignity of all useful work. 

7.10 Use occupational information that is available to him. 

7.11 Recognize moral value systems related to the world of work. 



Additional Related Expectancies 




Educational 



8.0 REALIZE THE ROLE OF EDUCATION IN HUMAN PROGRESS. 



****** *********************** ******> ********** A ********** ******************** ******* 

Related Educational Expectancies. Each individual educated to this goal should or 
should be able to: 

8.1 Understand historical developments in the social sciences, the sciences, 
mathemat ics , literature, and the fine, performing, and practical arts. 

8.2 j Distinguish between the purposes of education in a free democratic society 

and other societies. 

8.3 Continue his education beyond compulsory limits and recognize that learning 
is a life long endeavor. 

8.4 Recognize the valuable role of education in effecting change. 

8.5 Recognize and/or develop the necessary techniques in the areas of literature, 
the social sciences, and the fine, performing, and practical arts. 

8.6 Understand the inter-relationships of the sciences, mathematics, an' the 
humanities ■ and their combined contribution to human progress. 



Additional Related Expectancies 
Major Goals 
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9.0 CONSERVE THE NATURAE AND HUMAN RESOUFXES OF THEIR ENVIRONMENT 

************************************************************************************ 

Related Educational Expectancies. Each individual educated tc this goal should or 
should be able to: 

9.1 Make and implement long-term plans for the use and conservation of his own 

resources. , 

9.2 Be aware of community resources and participate in their planning and their 
use. 

9.3 Accept responsibility for conserving and developing human and natural resources. 

9.4 . Recognize how : .a’s actions affect his environment. 



Addition al Related Expectancies 



Major Goals 




10.0 USE LEISURE TIKE IN INDIVIDUALLY AND SOCIALLY PRODUCTIVE WAYS. 



*************************************************************************** A' ********* 

Related Educational Expectancies. Each individual educated to this goal should or 

should be able to; 

10.1 Evaluate mass ^ ad ia for its informational, cultural, or enter tainment quality. 

10.2 Realize the fine, performing, and practical arts as desirable forms of self- 
expression. 

\ 

10.3 Use leisure time in ways that are satisfying to him and to the members of 
his peer and family groups, 

10. A Develop and use recreational skills including skills in the. area of the fine, 
performing, and practical arts. 

10.5 Make full use of our national, state, and community resources for individual, 
family, and group recreational purposes. 



Additional Related Expectancies 



Major Goals 




GLOSSARY OF ACTiON WORDS 



ACCEPT: 


To receive as satisfactory or sufficient. 


ADAPT j 


To make it fit, often by modifying; to use for specific 'or new 
purpose or situation. 


ADJUST: 


To arrange; to fit or match; to make correspond. 


ANALYZE: 


To determine or describe the nature of a thing by separating into 
parts . 


APPRAISE: 


To estimate the worth of- 


ASSESS: 


T 0 determine the amount; to measure or gauge; to take the measure 
of; to rate; to appraise. 


CHOOSE: 


To select as the most desirable. 


COMMUNICATE: 


To convey knowledge. 


COMPREHEND: 


To grasp mentally; to understand fully, 

To form an opinion or judgment about; to decide. 


CONSIDER: 


To think about or deliberate upon; to examine mentally; to hold 
as opinion; to believe; to take into account. 


CONTINUE: 


To persist; to proceed in some action. 


DEFINE: 


To state precisely the meaning cf. 


DEMONSTRATE: 


To exhibit or show clearly. 


DETERMINE: 


To decide or ascertain. 


DISTINGUISH: 


To indicate the differences of or between; to recognize as separate 


EVALUATE; 


To examine and judgs. 


EXAMINE: 


To investigate critically; to inquire into. 


EXHIBIT: 


To put on view; to make evident. 


EXPRESS: 


To formulate in words; to state; to reveal; to communicate verbally 
or non-verbally. 


IDENTIFY: 


To establish as being a particular person or thing; to be as 
suppo:ed or claimed; to recognize. 




47 


o 

ERIC 


u- 



Glossary of 

IMPL FMENT: 

LISTEN: 

MAINTAIN : 

ORGANIZE; 

PARTICIPATE 

PERCEIVE: 

PERFORM: 

POSSESS: 

PRACTICE: 

REALIZE: 

RECOGNIZE: 

REJECT: 

RELATE: 

RESPOND: 

SELECT: 

SUPPORT: 

UNDERSTAND: 

eb: 
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Action Words, continued: 

To carry into effect. 

To be attentive in order to hear. 

To carry on; to preserve or keep. 

To arrange or form into a coherent unity or functioning whole. 

To take part ini to share or have in common with others. 

To become aware of (something) through the senses; to see, hear, 
feel, taste, or smell; to come to understand; to discern- 

To carry out an action or a pattern of behavior. 

To have knowledge of; to gain mastery of. 

To make use of habitually. 

To understand or appreciate fully; to experience 
To identify or know, as by previous experience or knowledge. 

To throw out 

To show or establish logical or casual connection between; to 
have reference to 

To give an answer or reply. 

To choose from a number or group by fitness or preference. 

To uphold or corroborate 

To come to know the meaning or import of. 
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(13) To develop an attendance area resource file for career information in at least one school in 
district during 1970-71. 
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FUNCTION 1 . Population Needs Analysis, continued 



* m . * ,«.* 



£ 



« 



B 



TJ 5 



o 'S 



«h m 



■o 



F-l W VJ ' 

V 0 

> T3 4-> 

s § s 



r* 

i 

o 

h 

C 



£ 

8 

44 

in 

(0 <D 
0 *H 

g P 

8 '> 
P >H 
P +> 

o t) 



T3 

0) 

•M 

O 

o 

& 



W ft 



o o> 

S E 

t) *J 

Jj W 

> u 

■H C 

tSS 
* ti 

ft N O 

§ 1 ^ 

n * c 

v Cr vd 

M M ci 

S OH 



0 

w 

<d 

<d 

Q 

tri 

c 

•H 

V 

tn 



+> 

c 

a» 

u 

u 



c 

o 

-H 

4J 

fd 

P 

H 

rd 

> 

0 

0 

> 

-H 

O 

<D 

<W 

W 



CP 

c 

•H 

c 

C fH 

<u »d 

rH C 

a 0 

*H 
O -P 
4-> RJ 
id u 
*H O 

n > 

ft 

0 <N 
H P- 

a i 
ft <H 
rj r- 
c 

O rH 



o § 

£! d 



3 

a) 

■g 



tw 

•H *0 
P 0J 
G ft 

£ ft 

'O d 
h u 



T3 

0) 

ft * 

&3 

o c 
a) 
*2 
§ 5 

4 : V» 

Vh *0 
o o 

<4-1 cn 
flJ 






•SS ft 

r! O' 

fd m o 
o o u 
ft 4-1 ft 



I CO 
*H P 
T3 C 

S-S 

*3 

U OO 

o _ 

4-1 T3 
P 

w tin 

%2 

•°§ 
V-l > 

° H 

d 

fl o 
O *H 
*H TJ 

<P 

id T3 



P 

■§ S 

a> id 
Vh <n 

0 H 
£ *0 



C 

c 

-H 

P 

0) 



.ft 

-H 

W 

C 

a 



yg — 

*H <0 UJ 



■K 

QJ • 

•& S 

rH 
OJ 

XI 

§ 

■s 

0 

p 

1 c 

Cl 0 

CD H 
0) 

!SS 

•H 
O T3 

^ 44 
W H 



W T3 



W ft 
^ o 

V4 4, 

^ o 







rt ^ in O h 



00 c 



• W S 
0 *j & 



o 

ERIC 



57 



C] 



Out land 

















u> 




KJ 


p* 


a 








” 






a 


tc 


ft,' tr* 


ffl 


M PC 


0 fO 


P- 


P 


to p 


p 


rt p 


H C 


tfl 


< 


to tr 


< 


< < 


rt 


ej 


a> 


0 0 


rt 


p- rt 


pJ to 


a. 




o n 




tn 


kC rt 


< 


P 


p- * 


: d 


rt a 


**J P* 






p 


rt 


CL p 


o o 


5 


"g 


rt 2 


H 


rt 


1 b 


r+ 


fi 


p. d> 


to 


P p 


*■4 to 


{i? 


o 


0 0 


o 


tn 


p* 




S 


0 P 


b 


w 


rt 


R 




to iT) 


p 


b o 


> 0 


CL 


p- 


_ rt 


pj 


rt p; 


0 




p 


tr 3 




o H 


rt tr 


10 


rt 


rt rt 


o 


rt o 


p’ rt 


ft 


n> 


n> b 


o 


tn a> 


< 


e 




b rt 


b 


tn co 


p- >1 


CL Ui. 


*•. 


ft 


p 


ft b 


rt 


o 


3 


p 


R tr 


p- w 


b 


tr 


p p 


0 


rt 


rt c 


rt 


to 


p- b 


ft 


•o a> 


to o 


to 




b CL 


to 


b 


n 




H 


rt 






rt 


0* 


O 


P H 


< 


3 


a 


rt 




P- b 


p* 


P 




rt 




b cl 


ft 


p> 


rt 


b 


CT 


rt c 


cr 


b 


0 




B 


CL to 




rt 




p* 

CL 


b 

a 


° fT 


o 


P 

p- 


u 

rt 


<if 


p- 




< 


b 


ft 


0 


n 


1 


rt 


rt 


rt 


rt 


P 


w 




a 


K 


p- 




a 


K 




g 


in TJ 


c 


§ 




P* 


p* 


Q 


o 


rt 


rt 


b 


rt 


a 


u 


b 


X 


rt 


a 




ft 


rt 


rt 




•0 




p- 


P 


rt 


tn 




b 


0 


H 


b 


H 




a 


b 




a 


H 








P 


rt 


rt 










fi- 


0 








rt 




rt 








b 


fe 


p* 








o 


b 


4 








p- 


CL 


rt 








rt 




b 








to 




rt 












to 












tn 










> ^ 












H tr 


(? 










V P* 


* — 










rt to 












b 












a p< 


PC H 










H- b 


2 b 










X Hi 


0 H 










0 


" 0 










ft N 


fi 










0 3 


W 3 










P 


^ P 










t) rt 


to rt 










P p- 


p- 










h o 


0 










rt b 












H P- 


> 










H to 


< 












P 










_ P J 


p* 










•tj 0 


M 










C 0 


p 










5 p 


6* 










O rt 


M 










rt rt 


rt 










p* a 












0 


H 










b p. 


fl 










b 


o 










l\J 


3 



b 

o 



o 

ERIC 



58 t; 



FUNCTION 2, Job Market Analysis, continued 



0) 

X 

X 

d> 

> 

o 

■H 

£ 

O 

Id 

O 

X 

TJ G 
0) o 

t-l *H 
•H X 

& H 



g 

-H O 
X -H 
G X 
0) 

*e a 

•rl Pi 

u 
o o 





4-1 


01 


0 


X) 


in 


0 


in 


-P 0 


d> 



X 

c o 
<d a> *< 
g > 

■rl -rl rl 

fit! 7 

a) a) o 
x 4-i r** 
<u cri 

T3 0) H 



w 

a) 

e 

o 

o 

4-» 



o 
ti r- 

(U <T> T3 
■* ■ <u 



X 

o 

0) g 

£2 
W X 



in 

X 

G 

X <D 
O T3 
P» 

<*= X 

in 

p 

<d in i'- 

X O d> 
fd *H rH 

2 S3 

Cr p 
X O 



in 

X 

c 

<y 

T3 

P» T3 

‘ a> 



.. x , 

o in o 

c 

fd 
> 
n 

tr c (0 
o 

p c 
x 



x 
G in 
a> o 

p -H 



fd 



p 

in o 
x a 

G O 

<u o 

(J 

p 

X G 
in *h 

aj tj 



G 

o 

■H 

X 

« 

O 

P» r* 

n3 in 
w g 



fd 


O 


rH 




in 


O 


rd 


o 




0 




d> 


Q< 




d) 


<u 


-P 


fd 


<u 


p 


in 


rH 


E 




0 


rH 


X 


*H 


p 


2 


H 


CJ 


<u 




Q 


di 


0 


cu 


rt 


di 










^_ L 












fd 








X 








IN 




rH 








H 








- — * 




1 


in 




in 












G 


0 


d> 


Xi 


-p 


1 










O 


rH 


0 


0 


G 


TJ 


tj 




b 




•H 


0 


TJ 


■n 


Cl 


td 


•t i 




fd 




-p 


G 




TJ 






di 


P 




fd 


X 


X 


d) 


P 


p 


-p 


tr> 


&> 


<u 


0 


O 


O 


> 


-P 


0 


G 


o 


o 


x 


p 


01 


-H 


*r-C 


in 


4-1 


d) 


rH 


p 


x 


'O 




rC 


<P 






E 


rH 


a 




w 



id a 



in 

o 

•rH 

o 

u 

X 

o 

CJ 



<u 
p 

o 
e 

& ID 



& 



tr TJ 

•5 § 

u 

fd in 
a x 
<u o 
l-i *r» 

a 

u 

4h o 
O 4-1 



<u o 
o o 

fd 

*H >t 

Pi X 

*r l 

n g 

0) P 

a § 
c E 
rd O 
> u 



4-1 

O 



G 
O X 



<d E 

p 3 
r o 4 

O Pi CP 
-POO 

X o u 

W CJ Cv 





M T- 

tn 












GJ 












in 




di 


. 


■H 








in c 












O 












fd 




p 




P 








di *h 




rH 








P 


rH 












k 


a 


p 


O 








tr 




<d 










rH 






rH 


•* 


in 


0 


di 


X 


& 


p 


rH 




rrt P 




G 


rH 






0 


•H 






rH 


in 


rH 


in 


p 


Ui 


X 


o 


r- 




0 o 


in 


0 


r- 






in 


r* 






•H 


d> 


rH 


•H 




p 


w 


X 


i 




rH 


d> 


•H 


i 








Vi 










-H 


> 


p 


TJ 






o 




'* di 


•H 


p 


o 






rH 


1 




X 


in 


t^ 


rX 


*0 


<u 


G 




d> 


r- 




o > 




fd 


r- 






fd 


X 




p 


i 


•H 


>n 




X 


H 


p 


rH 








•H 


N 


<Ti 






G 


0 




0 


X 


G 






X 




0 


X 


rH 




5 -P 


> 


-H 


r — \ 






O 


t) 




£ 


o 


X 


X 




0 


X 


!2 • 


•rH 




in 


0 


-H 


G 






X 


•H 










0 


0 


X 




0 


in 


in 


G 


•H 


*U di 


P 


fd 


| 


§ « 




X 


in 




<u 




0 


•n 




<J5 




X P 


G 


•H 


in 


G ‘O 


O 


tr 




fd 




■H 


0 




> 


<y 


H 




'O 




in 


O 0 


0 




>- 


d X 




p 


CJ 


X 




T3 


•H 




•H 


o * 




X 


d) 


d> 


o 


X 


a 


fd 


rH 


o 




0 


p 


fd 


o 


Tl 


c 




X 


c in 


in 


0 


•H 


d> 


> 


cu fd 


to 


X 


fd 


in 


T3 




H 


Q 


h 


fd 


o 




fd 


qj tr 








X 


•H 


O G 


<4 


m 


G 


H p 


O 


p 


X 




1 




p 


X 


p 


•H q 


in 


X 


•H 


X 


X 


X -H 


Pu 


Q 


s 


rH 0/ 


G 


0 


0 


IH 


a> 


<u 


X 


•H 


di 


P H 




•H 


X 


-H 


fd 


in t) 










G 


\ 


q 


0 


VD 


in 


0 


P 


CU 


? X 


rH 


p 


G 


g 


X 


X P 




tr 


m 


X +3 


fd 


'O 


p 






di 


d) 


X 


o 


pi in 


fd 


X 


d> 


g 


G 


P 0 


in 


G 


4-> 


in o 


rH 


q 


X 


in 


in 


x 


rH 


fd 


o 


>< H 


q 


fd 


T1 


0 


d> 


O O 




•H 


c 




n< 


O 


w 


<u 


fd 


X 


W 


E 


u 


W *H 


< 


X. 


-H 


0 


in 


£ u 


G 


r H 


01 


d> P 








o 


























O 


*H 


6 


X 0 








p 


di 


in 










rX 












in 




d> 


V 








3 


g 


p 










in 


✓-> 










p 


6 


p 


H 


x 






0 


fd 


rH 


rH 




CM 




fd 


rH 








CM 


<u 


O 


■3 


>i f3 








to 


w 


C4 










H 










s -' 


Pu 


U 



% 



TJ 

G 

fd 



in 

t: 

p 

fd 

■g 

w 



x 

-p 



tr 

G 





w 


in 


0 








(d 




c 






s 


5 






•H 


X 






-H 


0 




<D 


•H 






p 


X 


V 


0 


E 


1 


in 


E 








G 






X 


X 

p 




■H 


X 


CTi 




p 


Pu 


•H 


■H 


P 


rH 


di 


P 






to 


di 






<u G 


dl 


X 


fd 






0 




X 


o 


fd 


G 


O 








X 


QJ 




^ 0 


3 


M 

O 


•H 


tM 






X 


p 


g 


fd 


X 


u 


•H 


X 


P 




p 


G 


U 




p -H 


P4 


> 


■H 


rH 




p 


0 


fd 


0 


p 


X 


p 


0 




0 


0 


♦H 




fd 4- 1 


ti 


•rl 


G 






QJ 


X 


p 


p 


0) 




o 


d> 


X 




X 


U 


X 




X o 


x 


p 


X 




i 


». 


Pi 




& 


TJ 


Pi 


»• 




P4 










4-| 


in 


< 


o 


3 


O 


tr 








in 


0 


W 


in 


X 




in 


£ 


in 


rt* 


o 


G 


ai 


in 


a 


fd 


p 


d> 

p 


X 


rH 


CJ 


P 


•H 


CJ 




rH 


d) 


r o 


<y 


o 




O 


> X 






0 


id 


fd 


> 


Pu 


in 


fd 


> 


tr 


fd 


> 


G 


c 


G 


Tl 


•H 


•H O 






X 




3 


Q 


G 


•H 


in 


G 


-H 


G 


G 


•H 




•H 


d> 


d> 


X 


X 


• 




G 


p 


X 




•d 


X 


Cr 


01 


•H 


X 


-H 


-H 


X 


X 


rH 


X 


X 


a» 


g s 


ro 




0) 


0 


a 


X 


e 


o 


C 


c 


6 


o 


X 


E 


O 


X 


d> 


di 


0 


a 






in 


< 


p 


0 


p 


di 


■H 


-H 


p 


di 


fd 


p 


<d 


p 


Tl 


& 


<d 


pi 


O rH 


52 




a» 

p 


'b 


p 




01 


•o 


Oi 


in 




o 


rH 


di 


■n 


0 


-H 


E 


H 


0 


X Pi 


s 




G 


X 


(A 


E-i 


X 


£ 


P 


H 


X 


p 


H 


X 


X 


PJ 


0 


d> 


0 


P ^ 






Pm 


fd 


in 


CJ 

o 




O 


Ih 


CQ 




O 


u 




O 


to 


o 


U 


w 


o 


rt rt 


o 










a 






























L 


R 




'id 






0 


rH 








CM 






ro 














uo 


Em 










to 

































o 

ERIC 



59 .'..' 



(2) David Proft, Robert Connell 
Jean Ellingsen 



(5) Ri chord Ruppel 





, % 




















, — 






OJ 




M 


CD 




u-i 




LJ 


N) 


M 


!H 










H< 














to 










to 














X* 


cd 


»-3 


H 


t-3 


0 


PJ 


f 


C| 


HP 


> 


f 


> 


d 


K 


K 


H{ 




5 


P* 


0 


rt) 


d 


P- 


5 


R 


0 


0 


0 


tJT 


d 


w 


O' 


i~h 


< 


w 


PH 


(D 








— * 




rt 


1 


rt) 


H> 


rt 




pit 










> 


H* 


to 




to 


P- 


'< 


c 


3 




z: 




c 


0 


X 


o 


0 


0 


to 




d 


d 


d 


CD 


rt 


p* 


o 


HP 




P- 


0 


o 


o 


o 


to 


0 




H 


o 






to 


Hi 


X 


X 








0 


H 


rt) 




0 






0 


0 


0 


0 


H- 


Hi 




to 


o 


Hi 


•-3 


00 


H 


M 


H 


0 


3 




3 


• 


o 






d 


to 


to 


to 


to 


a 


CJ- 


PH 




i 


rt 


o 


to 




> 


> 


K* 


c 


0 


rt 




§ 


rt> 


O' 


H- 








& 


to 


O' 






H* 


HP 


0 


3 


C 


D 


a 


M 


rr 




H* 




rt 


3 


p* 


CD 


H 


PH 


0 


rt) 


R 


w 


X 




r 


5* 


w 


to 


0 


< 


o 






X 






rt> 




c 


to 




p* 


pi* 


Hi 




H* 






rt> 


d 


rt) 




d 


d 


M 


0 




H 






to 


M 


to 


w 






d 


HP 




H 






■* 






d 


3 










w 








*0 




d 


pn 


H{ 


f] 


o 










n 






o 


to 


0 


H- 


0 




PH 






0 








rt 


Hi 


0 


g 




to 






0 


Hi 




rt 




rt 


tn 


u 










to 


0 




H* 




*• 


M 


P- 










d 






O 








J-< 




d 






p* 


g 




0 








H- 




rt) 






rt 


RJ 








H- 




3 










PH 


0 








P. 








rt 






0 


o 










3 






H- 






rt 


rt) 








£ 


e 


a 




Hi 






to 


to 








H 


H 


pi* 




H- 
















d 


H- 


r+ 




a 








PH 










>— i 


PH 




d 






to 


to 








O 


s 












rt) 










pr 








o' 






M 


p- 








PL 








*< 






0 


d 








o' 


t 1 












O 


rt) 








0 


0) 






> 






rt 


*.i 








M 


(D 






d 








rt 








M 








c 






d 


P- 








PH 








p- 








.Hi 
















to 








P- 
















0 








rt> 
















H< 








d 
















































ft 
















Q 













H- 

rt 



o 

ERJC 

CO 



(a) Present Activities and/or organizational structure - 1969-70, continued 



5 



0 
tn 
c 
a; 

1 

s 

•«H 

k4 

CJ 



£ 

Q) 

G 

C* I 

3U 

QJ QJ 
> P 

Q) '-' 

V 

in 

0 d 

p «3 
■H 
U M 
O Q> 
X p 
T3 *3 











W 


rH 


o« 




























<u 


•3 


w 






P 










P 












u 


c 


c 






c 










C 












u 


0 


0 






0) 










QJ 












p 


•H 


*H 






e 










e 


w 










0 


p 


4-» 






p< 










a. 


QJ 










in 


P 


u 






0 


rH 






V) 


0 


■H 






»H 




J 


0 


c 






rH 


(3 






u 


rH 


P 










M 


0 


i-i 






0) 


> 






> 


QJ 


■H 






c 


rH 




> 


tin 






> 


0 






U 


> 


M 




CO 


0 


r- 


x 










a 1 


u 






w 


QJ 


O 




0) 


•H 


1 


u 




^3 






Q 


a 








Q 


•H 




•H 


P 


o 


*H 


p 


C 








a 






45 








P 


<3 


r- 




0 


<3 






U 


(3 




W 


U 


U 


fX 


• 


♦H 


N 


<y\ 


> 


■H 








QJ 






rH 


QJ 


QJ 




in 


> 


•H 


rH 






VI 






0) 






(3 




QJ 


X 


M 


•H 


q 




>1 




g 






M 


C 




a. 




U 


V) 


0 


P 




1 


p 


> 


3 






<3 


QJ 




•H 




(3 


• H 


P 


u 


tn 




■H 




H 




V) 


<J 




w 


u 


JH 


U 


rH 


U 




u 


03 


JJ 


u 


& 




TJ 








c 


O 




43 


P 




O 


U 


g 


0 


0 


w 


(3 


P 


O 


(3 


•H 


tn 


M 


(3 


H 


T3 




3 


QJiP 


u 


M 


QJ 


O 


U 


0) 


M 


•H 


O 


p 


P 


0) 




P 


T3 




(X 


QJ 


ffi 


P 


0) 


w 


PH 


t> 


P 


(0 


W 


C 


O 


0 


*H 


T3 




f. 




<J 


p 






M 


U 


QJ 


r* 


c 


\ 


p 




0) 


c 


tJ 


■P 


QJ 




p 


P 


QJ 


QJ 




H 


3 


T3 


U 


H 1 


TI 


0 


01 


cx 


P 


rH 


cx 


V) 


a 


h 


rH 




H 


q 


P 


rH 


<u 


•H 


0) 


0) 


•H 


rH 


QJ 


U) 


p 


*H 


iH 


T3 


(X 


3 


W 


■H 


a> 


4-» 




Q 


Q 


■H 


a 


c 




Q 


■H 


0) 

rl 








> 


c 


8 








> 










* 


u 








0 


QJ 


p 








0 










0 


<3 


X 








U 


'p 


rH 


CN 


ro 




rH 


<N 


ro 


d* 


_c 


XJ 








5 




<D 


v ' 


' ' 




* 


' ' 




N "'' 




3 



S '" & *« 



1) 

O' *3 

c P 

rH 

O 



•H 



*.H 



■H 
P * 
P 

® s 

*> rH 

— a 



o 

in 

<u 

U T3 



td 

o 

■rl 

W 

>1 

4 



o x 

p u 



s~ 







p 




U 


w 




to 


tn 


P 


QJ 






P 


QJ 


U 


fo 




V. 




*.H 


tn 


* 


Q) 


* 


> 


tn 


li 


P 


O 


in 


i v 




QJ 


<u 


u 


to 


T3 


tn 


03 


o’ 


in 


H 


tn 




1 G 


O' 


3 


QJ 



O T3 

M t: a h 
PC *H 
O *H - u 
m P w *0 
<u «i +1 
m o o> 



0) »o 

45 a 



c 

*H 

p 

■8 

0 



P U) X 
Id M ti 

§11 



a* 

m 

& 

8 

ex 




0 
r* 

1 

v£ 



P 

8 

6 

I 



§ 

in 
a) 

•H 
P 
•H i— | 

> rd 
•rH G 
P o 



4> 

«J 

N O 



QJ 



P 

C -H t> 

;; sj, 

qj O' vo 

u u <?, 

EX 0 rH 




P 

G 

QJ 

a 

o 

H 

o> 

> 

QJ 

Q 

U 

QJ 

0) 

M 

rd 

u 

P 

o 

M 

o 

p 

u 

c/ 

M 

■H 

C! 



tn 




1 






















r P 


QJ 

V 


i 






















G 

rd 


u 


id 










tn 












tn 




p 


0 










p 








rH 




p 


tn 


0 


0 










G 






tn 


(3 




S 


QJ 


tn 


> 


R 










o. 




rH 


U 




*H 


QJ 




3 








P 


rH 




rd 


•H 




p 


P 


U 


tn 


& 








rH 


(3 




a 


G 




rH 


«H 




P 






tn 


P 


> 




■H 


X 




P 




X 


0 


0 






T 


w 


O 


TJ 


u 


u 




tn 


0 


u 


*H 


a 






(3 


G 


u 


lil 


G 


a 1 




G 


*H 


. J 


H 






0) 


O 


(X 






H 




O 


a 


X 


QJ 








K 


u 


cx 


E 


u 






u 


? 


> 


G 










t3 




cx 














O 






P 


H 




P 




U 




rH 


tn 


tn 


U 


<H 






C 


«3 


tn 


G 


p 


0 




(3 


QJ 


CJ 


0 


P 




tn 


QJ 


G 


Ti 


QJ 


q 


tn 


« 


G 


X 


*H 


Vh 


(3 




u 


g 


O 


c 


B 




•*H 




O 


tn 


»W 




0 




D 


P 


•H 


QJ 


P 


p 


> 


O 


*H 


•H 


*H 


V 


P 


e* 


X 


U 


P 


E 


H 


tn 


Jh 




P 


rH 


P 


QJ 


V 


tn 


tl 


3? 


f3 


E 


3 


■H 




> 


rd 


X 


c 


T3 


® 


c 


tfl 




O 


0 


cx 


tn 


a 


Vh 


U 


w 


QJ 


QJ 




0 


0) 


V 


O 


u 


0) 


tn 


P 


3 


O 


p 


^3 


QJ 


t H 


•H 


H 


o 


> 


0) 


Q 


< 


cm 


cm 


> 


0J 


-H 


G 


(3 


P 








u 












® 






G 


O 






















0 


QJ 


O 


G 








0 












0 


X 


H 




P 


rH 


CM 


<o 


£ 


rH 


C ' 


ro 






X 


5 


3 


p 


P 








s 












3 






id 



tn 

p 

u 

qj 

•n> 

O 

M 

(X 



rd 

q! 

■8 

Cn 

P 

O 

M 

a 

u 

0) 

M 



(2) Deputy Superintendent 



cn 

T3 



3- 

O 

w 



D 

P- 

M 

ft) 

O 

rt 

O 

ft 

h 

<0 

0) 

n 



■ 3 



<r- 



W # 
o rt> 
y* IA 

8 8 
H* M 
O 

Hi (ft 

p m 

O Hi 

rt o 
P- H 
0 
y 

w 



(ft 
w tn 



, O 
H P 
P- H 

o n 

rt n> 
w 

Ml 

S S' 

O M 

rt 

H* 

O 

3 

t/) 



M 
M 0) 

0 rt 
X5 rt 
H (ft 

1 * 

w w 
c 

ncj 

TJ 

O 

H 

rt 

O 

M, 

0 

w 

ft 

& 

M 

H* 

1/ 

o 

pi 



(ft 



3 



H 

2 

_ o 
rt> h 
3 ft) 
Uj ft 

h- cn 

rt (ft 

" a 



o 



(ft 
Mi 
0 Ml 

Hi P- 
< H- 

0 a> 

n y 

*9 

i; p- 
y y 
£l 
w 



ft 

h 

rt 



tX) 

-J 

0 

1 

-J 



H* W 

V J 

0 ft) 

1 o 
'J rt 
h* a> 

a 

*> 

H* O 

c 

rt 

a 
0 
3 

ft> 
> w 
0 

rt mi 
P* P 
< O 
H* 3 
ft 
p* 

(ft 

U) 



ft 

y 

y 

8 . 



cu y a) tc 
CL O W ft) 
< ft) ft < 

s & fr * 

ft o P 

Xi Ml W 0 
(ft _ 3*^3 
p» 3^ (J H 

pi 0* ft 

W 5 3 

ft ?U ft W 

C p* o _ 

Pi r> g* 
,p pi tJ ft 
a tj k ft 
(t *0 O 3 
w ft < _ 



rti 



6„ 

0 

£ « 




rt ft 
« O _ 

w w rt 

ft ,5 d 'O ft 

H p ft* M ft 

< <p rt» o y 

H-n 3 ‘ 

O rt rt 



p* T) 



M 


<1 


p- 




a 


P* 




V) 


o 


h 


<> 


ft 


g| 


■o 


y 


6 

> 


O 


i 


(ft 




G) 


i ■ 


ft) 


it> 


P> 


*■ 


3 


P 


4 


a 






P- 


(ft 




0 




rt 


r& 


c 


0 






1 


M 


u 







to 








Cb 


* 
















< 


X 




Hi 33 




Pi (O 




o 


ft) 




0 ft 


VP 


(ft y 


ft) 


n 


< 


(ft 


H < 


-J 


rt (ft 


w 


ft) 


(ft 


<n 


(ft 


o 


(ft w 


ft 


rt 




rt 


< 


i 


a rt 


ftl 


P- 


P 




0 ft 


*0 


3 


& 


0 


Pi 


6* 


O pi 


p* 


p- 0 


p» 


y 


n> 


H» 


ft) (ft 




y y 


p- 


ft) 


»P 


p- 


rt >Q 


> 


(ft w 


w 


p* 


y 


WL 


P* P 


o 




rr 




p 


y* 


O ft 


r+ 


(ft rt 


(ft 


Ml 


rt 


(ft 


y rt 




Hi O 


pi 


P* 


(ft 


pi 


ft fft 


< 


Hi 


*xJ 


rt> 




«o 


p* 


p- 


(ft 0 



cl y 

ft Uft 
H 0 
p- rt 

►c v) 
w 

^ hi 
0* O 
(ft h 
ft> 

y 



0 ._ .. 

p- 0 
n> p* & 

w < 5 

ft) w 

y s 

(D <ft 

ui h 

w r& 
o a 

h> rt 

◦ 



P* 

U) 



o 

ERIC 



FUNCTION 4 . Curriculum Resources and Ancillary Services_, continued 



o 

ERIC 



tO 
QJ 
U 
-H 



OJ tO 
•H 
P T3 
O 

4-1 <li 

%'S 



4-1 QJ 

O P 

(D 

O 4-1 
tO 4-1 
P O 

O <D 
U CO 
P 

id 3 
O 



to 
p 
0 ) 
A 
u 
rd 
<u 
p 

44 

0 

o 

P 

tr 

p 

o 

P 

<1> 

O 

G 

o 

b 



4 









G 








w 


H 


0 


rH 






P 


G 


*H 


-H 




H t 


G 


O 


P 


U 


tO 


■H 


rd 


■H 


O 


c 


0) 


U 


p 


P 


G 




0) 


c 


H 


P 


P 


0 


P 


G 


G 


G 


P 


u 


V) 


0 


to 


U 


to 




p 


u 


G 




c 


H 


p 




0 


tp 


H 


id 


b 


1 


-> u 


->° 




\ c 
4 0 


> p 


H 


pH 


P 


0 


■H 


0 


G 


fd 


0 




P 




O 


c 


p 


p 


a 


v 


*H 


0 


id 


a 


G 


p 


P 


*H 


G 


G 


P 


ns 


P 


P 


■H 


IQ 


p 


0 


G 


id 


03 




to 


OQ 


U 


o 


P 


P 


G 






0 

> 


0 


tO 


H 






0 


to 










u 


< 












G 












0 












*H 












P 












U 













P 






p 


g 


P 








QJ 






p 


3 


to 








X 




w 


•H 


*H 


G 




o 




U 




p 




G 


H 




h* 




id 


rH 


c 


p 


O 






1 




QJ 


*H 


Id 


0 


•H 


»M 




0\ 




P 


u 


p 


U 


P 


0 




CD 






G 


*H 




P 






0^ 


'O 


4h 


G 


G 


JP 


G 


P 




rH 


G 


O 


0 


w 


P 


U 


G 




h — 


<3 




U 


c 


0 




QJ 






<u 


a 




0 


, w 


4H 




03 


H 


W 'G 


G 


^ E 


-> u 


\ -H 


-> 0 


V G 


oj 


« 


QJ -H 


o 


3 




> 




3) 


G 


< 


C G 


p 


rH 


rH 


73 


p 


P 


c 




■h tn 


cp 


G 


rd 


< 


0 


G 


-H 


D 


r”l 




u 


G 




p 


•H 


P 


i 


P Iq 


p 


-H 


0 


rH 


<d 


P 


c 


S 


G :3 


0 


P 


■H 


rd 


c 


QJ 


0 




O rH 




P 


P 


c 


-H 


a 


u 


j 


G 


p 


G 


id 


0 




G 




pi 


QJ O 


QJ 


U 


u 


-rH 


P 


to 






W H 


A 




0 


P 


0 




(0 




P 


V 




> 


ns 


0 


p 


QJ 




G P 


id 






u 


CJ 




U 


QJ 


0 G 


QJ 






G 




d 


•H 




u u 


H 






T3 




p 


> 












W 




to 


P 
















■H 


QJ 
















to 


US 
















53 




W 














< 


N 


T3 <D 
















k 


C G 
















d 


<d -h 


QJ 














H 


H 


Xi 














rH 


P 












to 




•H 


tr> G 


rH 










<v 




U 


C O 


rH 










TJ O* 




S 


•H 

P QJ 


■H 

> 










p ^ 






id w 












& G 




03 


G p 


W 










P 




G 


rH G 


4) 










g to 




<3 


rd O 


'O 










3 






> U 


■H 










rH 4H 




to 


0) 


G 








to 


G 0 




a) 


h. 


tn 








p 


U 




u 


" w 










u 


-H tO 




p 


tp Q} 


G W 








QJ 


P QJ 




G 


G TJ • 


G E 








*rn 


p to 




0 


•H *H >, 


rH fd 








0 


G P 




to 


D. G ^ 


G P 






to 


P 


0 G 




QJ 


O & G 


U tr 






p 


a 


O 




PC 


rH p 


•H O 






G 




10 U 






0) g W 


P P 






u d 


rH 


QJ 




R 


> 3 


p a 






r| P 


id 


to P 






0) .H 4-1 


G 






‘ff H 


P 


*H O 




rH 


d 3 o 


0 W 




U) 


a g 


QJ 


> \ 




G 


b 


G 


r- 


T3 


CJ to 


T3 


0) T3 




G 


P *H U) 


P O 


QJ 


HJ 


G 


QJ 


P G 


0) 


•H 


O P 0) 


id *h 


QJ 


O 


0 0 


a 


d 


QJ 


2 


4H P tfl 
G P 


fl 13 


P 

P 


X 


o u 


p 


G % 


P 

P 


G 


W U G 


> 


*H 


P 




o 


d to 


•H 


0 


0) o 


« 


g 


G 


3 rd 




0) 


E 




P c u 


QJ P 


p 


tn qj 


rH G 


p 


to G 


E 




G G 


G 0 


o 


k E 


F 0 


0 


QJ -H 


0 


•• 


d h p 


•H P 


o 


qj n 


C *H 


p 


P rH 


o 




qj n o 


G 




JG H 


P 


o 


ns p 






U -H \ 


P T3 


i 


u d 


p id 


QJ 


G G 


1 


2 


o ,*> d 


0) 0 




id a 


P o 


P 


rH ' * 




O 


P QJ G 


p a 


c 


Q) QJ 


G C 


•H 


ns 


G 


H 


C4 P B 


0) o 


0 


b D 


U > 


Q 


> Q) 


0 






TG r-t 


w 








QJ tO 


to 


C 




QJ 


p 








P 


p 






O > 


S? 


^ ,0, 


<-y 




O G 


5 


p 


QJ 


£ ij 


a 


rH CM 


<n rf 


vT> 


G O 


a 


M4 








»w* 


v ' 




S G 





c 

o 

■H 

P 

U 



tO P 

qj to 
c» c 

P H 
P 

■H 4h 



O O 
P 

O -H 

w v 

*H M 

13 



H <N tO rf 



U 

P 

QJ 



to 

a; 

03 



s & 



g 

u 

*H 

p 



to 

!> 

o 

& 

& 



G 

O 

•H 

4* 

U 

2 

P 

tO 

G 



P 

O 

4h 

P 

G 

QJ 

T3 

G 

QJ 

P 

G 

*H 

P 

s, 

G 

co 

P 

s 

p 

to 

*H 

tO 

to 



p 

K 

a> 

G 

G 

*H 

QJ 

P 

G 

P 

U 

B 

p 

V) 

tO 

•H 



<P 

0 

2 

nj 

6 

1 

ft 



65 



&3 



column 



mai ntenance 



M W 
ft yQ 

n c 

p H- 

M r t 

1 1 3 
^ p 



$ 8 

tr £ 
ft ft 

h 

ft p 

3 * 



p- > 
3 O 
rt O 
H • 
O 

CL O 





P- 1 


£ 


< 


H 




O 


< 


rt 


p 


rt 


d 


5 


ft 


(fl 


ft 


ft 


(fl 


rt 


ft 


rt 


a 






P- 


(fl 


H 




c 


0 


ft 


ft 


ft 




0 




0 


rt 


(fl 


If 




CL 


CL 






o 


tJ 


0 




0 


£ 




0 




P 


0 


9 




0 


P- 


5 




0 




rt 


d 


ft 


a 


Hi 


0 


0 




P 






H 


d 


p* 




p 


ft 




rt 




H 


w 


rt 


H 


< 


H 






p- 




ft 


ft 


• 


ft 


0 



O w 

ft c 

M M 



P 

O 

Cb 



9 

o 

rt 

P- 

0 

s 



(fl 

d 

S 

3 

h 

rt 



o 

ERIC 



o 

3 

t3 

M 

o 

>0 

M 




O . 
rt H 
H- CL 

ft tr 
o 



M 

& n 
H» ft 
0 

&s 

; vO CL 



tr 

ft 



(fl H 

c % 

CL H 
ft o 



o 

rt 

O 

H 



o 

p 
rt 
M* 
O 
O 0 

Hi p 





w a 


n 


ft 


ft p ft 


ft 


Hi 


Hi (fl H H 


o 


Hi 


Hi 3* P- 




P- 


ft 0 rt ft 


d 



o 

o 

0 

(fl 

c 

rt 

§ 

rt 

(fl - 



rt 3 
M O 
P H 
P* ft 

H* ft 
3 H» 
X 3 Hi 
ft 
O 

M rt 
O P‘ 
X} < 
M ft 



O 

O 

P 

rt 

H* 

O 

0 

P 



04 



H 




• 








H3 




H 


£ 


s 


P 

0 


d 


P* 


ft 


H 


H ft* 


H 


IX) 


P 


<1 


N 


O > 




1 0 




H rt 


P 


X> P- 


b 


<1 < 


a 


H 1 P- 




rt 


03 


P 


c 


ft 


t) 


(fl 






H 




rt 




p- 




0 




X5 


to 




• 


ca 




ft 




H 


W 


< 


X 


p* 


tJ 


0 


ft 


ft 


0 


(fl 


rt 




ft 




a 




O 




c 




rt 




0 




0 




3 




ft 




(fl 




u> 




< H) O 




0 0 P- 




o h (fl 




P rt 




H rt p h 




(0 p- a p- 




<T> 0 3 0 




(0 t) P-rt 




1 p 0 




M M ♦ 0 




x> m 




W M 




o Di 5 p 




c p 5 




O P‘ 




p (fl N 




rt C p 




P- ^ rt 




0 < P* 




0 0 




0 0 




Hi 








< > D 




o a p- 




0 3 (fl 




P P* rt 




p- rt y h 




(£> P- < P^ 




-JO o 




O 0 p rt 




1 p 5 




M M CL 0 




kO M 




-J M (fl vXJ 




H & C flj 




C tJ 0 




O < P- 




P N 




rt 0 p 




P- Hi rt 




0 P- 




0 0 




0 




Hi 




0 




M 





s 



o 

d 

h 

h 

h* 

o 

n 

H 

3 

i? 

tfl 

O 

c 

h 

o 

ft 

(A 

s 

c-^ 



(J 

O) 

ft 

h 

< 

p- 

o 

ft 

(A 



n 

o 

0 

rt 

p- 

0 

C 

ft 

a 



;i 

ii 

n 

3 

3 

1 

] 



Ln 



o 

ERIC 



W H 


a 




< 


Hi g 


o a 


< 


13 l g 






b* Hj 


P- 


ct> 


0 


b tr 


tu p* 


O 








Q 


R 


pj 


o 


b 0 


R R 


o 


P* 3 b 






£ Pi 


ft 


0 


pi 


O 


ft ft 


b 


b ft rt 




ft 




0 


b* 


rt 


rt 13 


ft o 


rt 


b b 






H- Hi 


rt 


ft 


H* 


H- R 


•3 rt 


p- 


p* rt 13 






rt h 


0 


R 


0 


0 0 


0 


O 


b P- ft 






0 


R 


w 


b 


b < 


O R 


b 


03 0 H 


w 


p> 


H* S 






PJ 


n p- 


ft 


pj 


b w 


rt 


b R 


b 1 


0 




H 


*o p, 


< o 


M 


*d ft o 


R 


a 0 


n 


Hi 




O 


ft 


ft Hi 




1 (i b 


C 


\ tn 


rt 3- 






w 


H 


o 


0 


0 


0 ft 


^ p» 


U 




0 




0 ^ 


0 


i£) P- W 


rt 


R b 


ft R 


0 




b 


p- 


13 ft 


b 


n b 


G 


rt 


rt 


a. 




[fl 


b 


3 G* 


U1 


p> 


R 


0 


b 


ft 




c 


13 


ft ft 


G 


3 = C 


ft 


R > 


ft p- 


R 




H 


C 


b R 


H 


w U rt 




03 n 


X w 


pj 




rt 


rt 


rt pJ 


rt 


*v> p P* 


s 


pi rt 


rt 






P 




M 


& 


R M 




b P* 


(U 






b 


rt 


> 


5 


►n p> 


p* 


p* <: 


O 13 


u 




(t 


0 


a »d 


rt 


0 N 


vi» 


N P* 


o 13 


R 




W 




< H 


C ft 


W ft 


cn 


pi rt 


M M 


0 






rt 


P- 0 




ft 


o 


rt P- 


c o 








b* 


W <-l. 




= rt 


i 


H ft 


1 *2 


ft 






ft 


0 ft 




b* 


-j 


0 w 


5 r 


o 








H O 




&L ft i 


o 


b 


• P- 


rt 






13 


^ rt 




& 




Pi 


pj 


w 






M 


y> 




0 P- 




M 


rt 








b 


o 




< b 






ft 








b 


0 




ft Hi 














b 


g 




o 














P- 






1 R 














b 


p- 




3 
















rt 




Hi b 
















rt 




0 rt 
















ft 




H P- 
















ft 




O 




















b 
























Pi 








































PJ 




















P* 




















0 




















c 




















n 




















b 1 

pi 
















t 


1 


R 

rt 


M 


o 


►3 


o 


13 g 


o a 


a 








*J' Hi 


P* 


fD 


H* 


m b 1 


p> p- 


p- 


tr b b 1 




P 


Q 


R 


Pi 


R 


b o 


H H 


H, 


0 Hi pi 




«w>- 


S pu 


ft 


n 


ft 


P 


ft ft 


ft 


< 0 rt 








O 


b* 


n 


5 t 


ft O 


0 


ft H 






H- Hi 


rt 


ft 


rt 


p- p- 


H rt 


rt 


3 13 


M 


0 u 


ft M 


0 


r 


o 


b M 


0 


0 


1 b ft 


V£> 


R I- 


Q 


R 


n 


R 


03 M 


a h 


H 


rt R 


slip tv 


H- ? 

3 1 


O 




o 


hi n3 


ft ^ 
< 0 


0 


th H* U) 
0 0 0 


! O 

1 


g g 


O 


Hi 




Hi 


g n 


ft Hi 


Hi 


R b b 




H- ft 


rt rr 








b o 


M 






M 


n a 


b' & 






n 


a < 


0 


o 


13 f w 




p* 


ft R 
of 


ft 

Gi 




R 


rt H* 
r- G* 


1 & 


Pu 

h 


M 

b 3 . 




rt > 
P- O 


b 


(5 




ft 


0 ft 


ft ft 


ft 


5 ft K 




0 rt 


CD P* 


R 




ft 


b 


b H 


ft 


b b p- 




b p* 


X « 


▻ 




R 


W P* 


rt P# 


H 


H- ft H 




pi < 


rt 








•o b 


M 




b P* M 




M P- 








O 


13 


> 


a 


u3 0 




rt 


0 13 


1? 




ft 


G 


a v j 


ft 


b G 




W P- 


0 13 


R 




< 


rt 


< 


< 


13 ft rt 




rt ft 


M M 


0 




ft 




p* 0 


ft 


R G* P* 




H U1 


C ° 


<ur. 




w 


rt 


W ui* 


M 


0 M 




d 


1 *t) 


ft 




o 


O 


0 ft 


O 


03 p- p- 




n b 


b r 


o 




13 




H O 




R b N 




rt b 


. p. 

pi 


rt 

Vi 




1 


5 


a ET 


3 

ft 


g . ^ 






rt 






b 


ft 


o 


b 


W 13 rt 




ft 0 


ft 






rt 




0 

p- 


rt 


v p b* 

r 




R 

1 












rt 




w 
















rt 




ft 







<k 



►d 

G 

R 

3 

w 

n> 



tJ' rt 



O 

►3 



O 



*d 

R 

bO 

03 

R 



3 

H* 

3 

03 



ON 5 . Program Planning, continued 





































d 










d 








































u 


4-> 








o 




















d) 




















■rH 


U 








4-> 


0 


















rH 






















’ a> 


G 






U 


p 










c 








XI 




















■H 


rH 


O 


p 




OJ 




















fa 






VJ 


T3 












d 


*4H 


■H 


o 




m 


>1 f'- 


0 








V) 






rH 






d) 


d) 


O- 






i 




0 


(U 




M 




<p 




Cn 


-P 




d 


Q 






•H 






VJ 


Oh 






rH 


E 




E 


U 


d 


u 




d 


*H 


G 


0 




0) 


V) 




<P 


d 








Oh 


4-J 




d 


-H 








rH 


d 






G 


■H 


d 






«— 1 


k 




O 


> 






p 


d 


G 




G 






a> 


0 


P 


S 




cu 


P 


rt 


0 ) vj 




rH 


P 






d 






o 


o 


dJ 




O 






X 


+J 


PH 






XI 


-P 


c 


k VI 




o 


0 




>i 








o 


•H 


'd 




•H 


0 








0 


XI 






k 


d 


Q) 0) 




U 


u 




4-» 


a? 








T3 


p 










VJ 


CN 


P4 


0 




rH 


0 


rH 


s 






G 






d) 


XI 






rH 


C 


4J 




d 


d 




«u 




d 




rH 


Ph 


P 


W 0) 




0) 


Cn 




•H 








d 


d 


VJ 




u 


OJ 




VJ 


i 


>i 








Ph 




g > 


VI 




c 




k 


VI 






G 


x: 






p 


G 




k 


rH 


XI 


d 




> 


O 


<u 


d -h 


0) 


0) 


•H 




d 


(u 






0 




T3 




> 


C 




P 


r- 




G 










+J 


»H 


XI 


G 




> 


w 






*rl 


Jh 


d) 






d 




O 


O' 


d 


fD 




0 


G 


+J 


d) O 


4-» 




*H 












4J 


0 


Cn 






rH 




u 


rH 


0) 






X 


d 




XI 0) 


•H 


V) 


d 




k 


p 






d 




d 




rH 


Ph 










VJ 




5 




G 


4H 


> 


>* 


H 




0) 


0 






u 




4-> 




P 




Cn 


G 


4H 


♦H 






d 


■H 


o >p 


•H 


0 


P 




44 


u 






O 


T3 


G 




d 


G 




G 


*r? 


»H 


VJ 




dJ 


o 




4J o 


4-» 


X5 






d 








> 


d) 


d 




d 


<U 




•H 




P 


>1 




G 


d 


<u 






U 




rH (N 




<d 


rH 


CN 






G 


> 






(U 


0‘ 




d 


G 


rH 




O 


•H 


4-> 


VJ 05 


< 


oj 


d r* 




k 


d 


r* 






G 


TJ 




0) 


X4 


d 


VJ 


QJ 


OJ 


d 


O* 


>• 


> 


d 


c c 




k 


G 1 




O' 


G 


i 




M 


d 


d 




u 




0) 


*H 


P 


d 


G 


VJ 


k 


0 


P 


0 *H 


«— 1 


0 


O rH 






0 


rH 




O 


rH 


VI 




0 


VI 


-p 


X 


(U 


*H 


< 


*H 


dJ 


k 


*H 


•r! | 




r~ 


g 


*ri r- 




.1 


*H 


r~ 




g 


a 


■H 




E 


d) 


G 


o 


rH 






VJ 


> 


Ph 


U 


4-» f 




i 




4-» <7\ 






4-> 


o 








T3 






VJ 


cu 




0) 




V) 


>1 


0) 




‘H 


VI 4 




o 


1-1 


d rH 




*H 


d 


< — ( 




d) 


G 






dJ 


k 


E 


rH 


d 


d 


d 


rH 




G 


P 


0) 4-> 


r~ 


rH 


u 




«— 1 


u 






> 


<D 






> 


P 


a; 


rH 




<D 


OJ 


d 


VI 


<u 


k 


0 CJ 


cri 


•H 


0 c 




*H 


0 


G 




d 


<D 


G 




d 


0 


rH 


•H 


k 


<D 


0) 


G 


d 




d 


O-’ T 


J 


«— i 




> -H 






> 


■H 




cn 




d 




cn 


u 


a 




0 


c 


2 


3 


W 


XI 


P 




















































2 






rH 






CN 








ro 














in 










iO 












' w ' 














w 




V) 










w ’ 








































4-> 
















































M 


rH 












































rH 




O 


P 




































>1 








d 




4h 


-d 




































XI 


d 






G 


<N 




d 




































G 






O 




0) 


































VJ 




d 


d 






•H 


i 


'O 


»» 


























w 




G 




05 








4-> 


H 




d 


























o> 




0 




*H 


VI 






d 


r* 


> 


<u 
































*H 


■P d 


*u 


*H 






u 


<T> 


0 


cr 


























I 


> 




■P 


G d> 


*H 


VI 






0 


rH 


u 


d 


























§'E 

P T 


» 

H 




d 

0 

•H 


x i 

k d 


P 

G 

<D 


>1 

rH 

d 






> 


G 

O 


Oh 4J 


























>P 4- 


J 




4-1 


P H 


d 


g 


VI 




0 




rH 


J> 


























0 




■H 


u a 


•H 


■3 


•H 








01 


d 


























VJ (CS 


; 




•a 








VI 








V 


d 


























a 






9 


uh a 1 


V) 


vj 


>» 




§ 


d 


d 


V) 


























e ^ 


j 




E 


0 XI 


d 




rH 




d 


G 




•H 


























0 c 










<U 


d 


d 




k 


G 


0 


d 


























o e 






* 


VJ rH 


oj 


OJ 


G 




Cn 


d 


<u 




























x> p 






w 


G rH 


G 




< 




0 


rH 




» 


























P * 






E 


0 *H 










U 


a 


d 


d 


























o r- 


h 




d 


•H £ 


P 


G 


X> 




D) 






d 


























PH 




k 


P 


U 


0 


dJ 




c 


a; 


PH 


< 
























d 






O' 


o vj 


d) 


•H 


X 




4-> 


0 


k 


P, 


























dJ r- 


H 




O 


rH B 


ri 


P 


k 




U 


*H 


0 


d 


>i 
























+j r- 






k 


O d 


4H 


d 


d 




*H 


-P 


E 


u 


0 
























U 1 








<D 


i— i 


S 




k 


d 




•H 


XI 
























p c 


J 






O' 


P 


P 








u 


rH 


d 


























& r 






J 


O 0 




Oh jQ 




V) 


p 


rH 


G 


d 
























X o 




a) 


c k 


O 


O 


O 




•H 




♦H 


d 


G 
























w «- 


H 






d Ph p 


tu 






Q 


w 




x: 


d 










































































o 






rH 












CN 


































8 

6 

1 

C 

2 



<JB7 











































P> 


>* 














-j 






cr» 






un 




A 


cj 






NJ 








M 


3 


R 






f— 












































ro 
















































rt 


P 
















































O' 












50 


t 


o 


oi 


o 


n 


oi 


PJ 


O 


Q 


v 




0 


a 


50 


n 


^ rt 


^*1 


(D 


tl 


^3 


3 


S 




fD 


P' 


0 


a 


d p 


0 


a 


3 


0 




p 




3 


o 


ro 


o 


R 3* 


R 




H 


h- ' 


d 


d 




42 


rt 




o> rt 


0 


3* 


a 


0 


3 


H 






p 




» 


ro 


ro 


ro 


Hi 


P 


P 


h- ' 






p* 


ir 


a 


o 


p« p- 


tJ 


0 




*o 


'D 


rt 




PJ 


g 


R 


9 






12 


0 


3 


3 


,t 


rt 




0 




fD 


o 


3 O 


fD 


0 


tJ 


fD 




p- 




H 


g 


ro 


P- 




VI 


d 


H 


3 


3 


P* 


p* 






rt 


R 


M 


fD 3 


R 


M 






W 


0 




M 




03 


rt 




P > 


ro 




P- 


p- 


| 


1 




p 


Er 


P 


0) 


41 


Pi 


03 


R 


PJ 




p* 






p- 


(D 


rt 


P 


3 


3 


0 


3 


3 


CL 


to 




M 


ft) 


rt 




W *. 


rt 




0 


ft 


W 


tJ 




PJ 


rt 


3 


ro 


3 




rt 


s 




<Q 


P- 


a 








p* 




P* 


p‘ 




o 


P- 


rt 


p» 




CL *< 


rt 


ro 




S 




H* 






03 


3* 




H 


w 


<2 




PJ rt 


0 




jr 


0 


ro 


rt 




c 




3 




Q 


P 


3 


3 


P 




rt 


O 






p 


fD 




5 O' 


3 




p- 


3 


3 


P« 




p- 


O 


rt 




£ 


rt 


ro 


V) 


01 




R 


0 




P 








CL 






3 






0 




f/1 


O 


P- 




ro 


ro 


ro 








h • 


M 




p- 




P‘ 




tJ 


P 








3 




0 


W 


< 




H 


0 


rt 


< 


P 




O 






3 


3 






rt R 


5 






P- 








R 


M 


O 








P‘ 


P 


o 




ft 


p 




p- 


p 


<2 




R P- 


& 




3* 


ft 




P- 






ro 


0) 




*3 


o 


3 




o 






3 






rt 


0 




P> < 






P* 


i* 




3 












P* 


o 


UD 


03 


0 






a 




42 


ro 


M 




0* P 


o 




vQ. 










o 


ro 


0 




& R 


0> 


P« 


3 












0 


< 




D rt 


0 




3* tJ 




ft 




O 


03 


Hi 




5 5 






13 










>d 




fD 




rD 


p 










O' 












3 


rt 


0 




H 










R 


o 


3 






5 






p- 




<D 






w 


ft 




p- 




Hi 




P- 










0 


o 


(D 






d 






< 








P* 


ro 


3* 




3 








03 










42 




3 






5 






Qi 








it 


R 


ro 




uQ 








3* 










R 


§ 


ft 






p- 






rt 








rt 


< 














ro 










P 


rt 








i 






fD 








ro 


ro 














Ch 










3 


R5 






















ro 


















































to 






















to 






















































G3 






Cn 
















w 






N) 








M 










































































































P- R 


ro 

H 


o 


rc 


03 




P 


> 


P > 


p 


32 


cn 


rt 


rt 




> 




50 


03 


o 


O 


ft 








3 ro 
01 


pJ 

CL 


? 


M P 


3 1 


rt 13 


rt 13 


3 


P« 


fD 


3* 


H 


R 


13 


R 


ro 


PJ 


0 


O 


b‘ 


R 






ft 0 




ro 


0 5 


H- 




t3 


_ 13 


CL 43 




fD 


PJ 


O 


13 


0 




5 


d 


M 


R 


O 






3* C 


rt 


R 






13 


03 


R 


a r 




3* 


d 




P- 




R 


U3 


P- 




3 


H * 


ro 


VJ 






O R 


R 






5 *< 


P 


fD 


3 (D 


O 




0 


03 


3 


M 


ro 


R 


0 


s 


rt 


ro 


ro 


R 






O 


P 


ro 




P 


& 


5 


3 


P- 3 


0 


W 


p- 


0 


P- 


pj 


3 




3 


pi 


p: 


■J 




c; 






P ro 


P- 


CL 


0 


r+ 


R 




rt 


rt rt 


M 


0 


3 


• 


3 


p 


rt 




P> 


rt 


• 


ro 


o 


§ 






R M 


3 


c 


up 


(D 


pi 




P- 


fD P- 


H* 


O' 








w 


p- 


t 


M 


fD 




cn 


o 


03 






ro 


p- 


0 


R 


0 




R 


O 


cl a 


<D 


0 


3 


03 






0 






0 






3 








P p 


3 


p 


Cj 






P 


fD 


(D 


4} 


0 


3 


3 


"0 


£ 


ro 




H 






p- 




PJ 






< 


& 


rt 


5 


O 




b 


tn 


> CD 


(D 


M 


Cu 


3 


R 


p* 


o> 




R 


o 




3 


d 


rt 






p 




p* 


E a 


0 




0 


rr 


p- tr 










0 


ft 


3' 




3 


0 






3 








p- 




O 


• 


d 




p- 


p- 


R *■■ 


0 




C4 




< 


bd 


p- 




P* 


c 




cn 


p* 


ro 






M 




3 




5 




o. 


tJ 




Hi 


P- 


fD 




P* 




t3 




3 


3 




CD 


rt 


P 






P 




P 




rt 




0 




t* 




w 


Hi 


& 


CL 


R 






P- 


rt 




3 


^2 


o 






& 




M 








0 


t3 


p- tJ 


0) 


rt 


Hi 


3 


ro 


fD 






3 


K 








3' 






M 














R 


3 R 


PJ 


11 


o 


n 


CL 


H 






^2 






3: 










ro 








s: 




z 


O 


fD 0 


3 


H- 




p* 




P« 












p» 




0 














ro 




p 


42 


W 4} 




0 


W 


w 


O' 


rt 












rt 




Hi 














M 




< 


R 


• R 


s 


rt 


0 


0 




ro 












ro 


















Pi 




P) 


P 


e 


3 


in 


3 


0 




Oj 












o 


















p 




M 


3 


3 


rt 






% 


































R 






C/J 


&> 


fD 








































0 










0 






























3 






, — ^ 














• 






























O 






CO 












































rt 


















































P 
























































3 












































13 






O 












































P* 






CL 












































P- 






CD 












































n 






H» 












































S' 






o 












































M 






p- 












































ro 
























































ro 

cn 



> 

R 

id 

p 

u 



H- 

3 

42 



O 

ERIC 

> 



*0 

M 

S 

3 

p- 

3 



0 


o 


p 


< 


50 








3 


Q 


R 


0 


ro 










3 


ro 


0 


12 








Hi 


V 




p 


0 








P' 


0 


3 


rt 


R 








M 


03 


P 


p> 


S 


1 


CL 


G 


ro 


p- 


CL 


O 


f j 


P 


0> 




rt 


ro 


3 




p 


rt 


ro 


p 


ro 




P 


a 


5 


P 


3 




ct 


M 


Hi 


3 




0 


CL 


p 


0 






P* 


Hi 


Hi 




t* 




ft 


ct 


3 


o 


P> 


3, 


n 


R 




42 


R 


n 


R 




yi 


fJ 


p- 




ro 


03 


g 


P- 






P 








in 


3 






R 


eg 


p 


R 


P- 


a 




fD 


01 


*A 


ro 




3 


p* 




P 




ro 




R 


42 


u 








a 


0 






rt 










R 




P 


R 








p- 


(4 


d 


O 


P- 









3 W 



tJ 

1 



rt 

P P* rt 
R <2 - 

H* P W 
*< rt 

. p. 



68 



FUNCTION 5. Program Planning (Continued) 



69 



o 

CN 



I 



VO 



o 

ERIC 



c 

o 

•r! 

P 

fl 

G 

H 

> 

CO 



•H 
U 
O 
P 

•r J 
PL, u 



73 

4) 

c 

§ 



5 

6 

K 

C 



n 

S| 

« s 



fl 

G 

O 

■H 

P o 

d ,c 

U P 

o 

> m 

o 

P 

U H 
CJ <u 

H > 

4-1 »H 

<r p 

M o 

o 

as 

a 0 



5 * 

w 

t/5 H I 
4) rs 



S 



P 
U 

u 

P 
W 
O 

Cn 73 



OJ 

> 

■H 

P .. 
U to 
*0 
4-1 GJ 
4-1 (U 
4) G 

i-H 3 

d G 

4) -H 
73 3 
O 



H O 

a <w 

O 4* 

5 5 



to 

p 

G 

nH OJ 

41 73 
G 2 



O 
H 
P 

fd t-i 

tr u h 
COfl 
H > 

G M 
C <0 0 
<3 P 4-1 

i— i fd 

a H Cn 
U G 
M C4* -f 
4) O G 
4) Vt *H 
Vi Ox 
« ft ^ 
o nj P 



u 

<y 

M G 
O 

P -H 
G P 
O U 
73 CO 
P *H 

4-> 4) 

W CO 



73 



P 

G 

a> 

s 

Q> 

U 

nS 

rH C 1 

0, g. 

P I 

S B 

73 H 
G H 
P O 
(0 4-i 



8 5 ~ 
8?SS 




Has everyone who will be affected 
by the plan had an opportunity 
to re ’ 'w and recommend changes? 



H- (A < 
3 ft O 
ft d O 
ft CL ft 
“ ft 
H- 



9 s 



H* ft ft Q 



ft 

3 r- 

ft ft 



w 



ft 
ft ft 



« H- 

S-S 

8 < 

M H- 

a 9 



rt 
ft ft 



H- 
3 
in 

is 

rt « 
)-*• ft 
0 w 
3 



B 

a 

ft 

c 

? 

n 

H* 

3 

*9 



o 

ERIC 

V a 



S2£ 

Di a O 

rrs S 3 
9 <t h- 



§2 

H* « 



ft ft 3 
H* < ft 
rt ft 
ft H- H* 
H H 3 
ft 03 
01 & 



w « 
d o 
w d 
^ h- ia 
« 3 3* 
0) ft 

ft W ft 
W W H 



o 





* 














rt 


3 


to H 


H- CD 


s 


LH 




to 


to 


H 


ft 


ft 




£ rt 




v- ' 


-* 


•w^ 


• — 


— ' 


a 


Oi 




ft < 














H* 


H* 




5 H* 














0 


ft 


!* £p 


H* O 




w zi 




o 


>-3 


z 


«* 




H* O 


W 


o 


a o 


ft 


t) 


• 


0 




d 


t; rt 




o 


d rt 


rt 


ft 


<3 


$ 


ft 


w 


ft ft 


o 


ft 


0 d 


ft 


3 




» 


rt 


ft 


5 rt 


ft H 


H 


p> 3* 


3 








o 


0* 


H* 'S 


rt d 




(t ft 


ft 


« 




ft 


• 




(A 


o & 


a 


M. H 


1 


O 




t) 




rr* 



& 



ft 



rt 
O 

Hi 
0) ft 
rt n 
d h* 
a h 
ft V* 
3 rt 
ft H* 
0> ft 

w 



ft ft 
rt w 
H- ft 
3 3 

kQ ft 
W ft 
ft 
H- 

o 

3 

W 

ft 

ft 

W 

o 

ft 

rt 

a 





H* 

3 

8* 



<j\ 

*£> 

I 

•O 

O 

5 

H- 

6 

ff 

ft 



’0 



in pi *n 
ft 3 H 
H Oi ft 
* « 



0 o 
c t rt 

rt o 

ft rt 

iQ 

1 ‘ 



B 

H H- <J 
V£> N H- 
<t» ft ft 
ft rt H 
I H* ft 
HOW 
3 
ft 

O H 



8 

3 

ft 

ft- 

3 

d 

ft 

a 




'xJ 

d 



w 

ft 



o n 

Hi O 

&U 

ft ft 



W 

ft 

rt 

3 

<Q 

& 

w 

3 

a 

l 

H 

ft- 

ft 

W 

o 

rt* 

< 

o 

a 

% 

H- 

o 

3 

ft 



n 



I 

H 

H- 

O 



FUNCTION. 7. Vocational Education Promotion 



rsi 

tN 



O 

ERIC 



« 



o ^ 
v o 




■gif B 

W -H O 

1 g* 

m I 

U E 

•5 8 



d 
H 

h 

_ 4 ) 

I 4> 
w P M 

c (3 
d u 

0) T3 

3PM 
r— I P O 
H 1/1 ^ 

s >, 

0) 

0) 

> 



r- ui 
^ 0) 
<2> </> 
M M 
P P 

8 8 

O 



Cn 

a 

♦H 

c 

r8 a 



c .d 

-H 

P 
d 
o 
u 



tr i— < P 

d a. »w 

Ifl 



; 3 8 

O QJ 



a> 

x> 

o o 

p p 



§ 43 


& 


flj 


P 


4> 


0) 


3 0 
6 nJ 


8 


O 


w 




T3 

d 


^ P 






d 






2t d 


TJ 


> 


o 


<y 


p 


O 0 

s: o 


§ 




v 

XX 


a 


X 

o 



° 8 

a> o 

11 

|s 

*0 d 

fa 

If 

H > 



3 

d 



V 

Of 

$ 

« 

tt 

Ci 

H 









0*^ 




































— •. 


p- 


*3 


•“0 


















u» 














M 
















p 


ti 


d 


rt 




p 








' — 






' — ' 


































3 


rt 


















































<1 


0 


o> 










ft) 


X 




rt 


X 














X 
















s: 


O 

0 


rt 

p* 


0 

3 


v> 


'x) 


0 cr 


P 


Cb 


Q 


p 


vr 


Q 


a 


O 




cr 




P 


0 




Cb 


0 




0‘ 




s 


3 1 


P 


0 


(A 


ft 


rt 




,,w- 


d 


? 




ft) 


? 




' — ' 








— 


c 




’■* / 


' — 










0 


rt 


3 




rt 


fl 






a 








































p- 




t 


d 


Ui 






p 


P 




0 


EJ 














p- 
















0 


0 


--it 


cr 


0 


ft) 


rt DO 03 


W 


rt 


M 


*: n 


0 


H 




£1 


M 


H 


w 


M 


tn 


0 


Cl 


n 


(fi 


< 


O 


H 


0 


3 


P 


0 


<4 


3 


M *< *< 




p- 


ft) 


P- 0 




ft) 


P 


rt 


3 


3 


o 


3 




p. 


0 


0 


O 


0 


0 


3 


3 


P 








rt 


*0 _ 




0 




d. 3 


ft 




M 




ft 


Hi 


3* 




0 




p- 


d 


3* 


0 


3 


a 


ft 


p 




3 


rt 




p >o rt 


cr 


3 


f+ 


cr ft 


p 


rt 


ft 


d 




O 


O 


►3 


O 


a 


3 


3 


O 


p 


w 


d 


p 






rt 


rt 


> 


0 h 3 


rt 




tr 


g 


0 


IT 




p 


H 




O 




3 


> 


rt 


(A 


O 


ft 


p 


w 


0 


rt 


X 


rt 




0 


S q rt 


p 


>3 


rt 


ti 0 


rt 


(0 


O 


P 


g 


y 


P 


rt 


ft 


01 




rt 


P 


p- 


£3 


rt 


rt 


CL 


O 


a 


i 


ft 


3 < ? 


^0 


M 




d r+ 




p* 


tti 


M 


ft) 


p 


M 


1 


P 




P 


p 




0 


rt 


H 


w 


c 


< 






P- 


ft) P- d 


p- 


Q 




0 


tj 


tl 






Cb 


p 




< 


O 




►0 


O 


p 


3 


tt 


p- 




0 




< 


H» 


< 


3 Oj W 


3 


uQ 


s 


W hcJ 


rt 




ft *0 


p- 


p 




O 


ft 




ty 


H 


3 


P 




P 


ft 


p 


P 


0 


IX) 


P- 


ft P- P- 






w 


►3 iD 




H* 


3* 




P 






O 






H 


(A 


a 


P 


P 


p 


3* 


ft 


rt 


0 




ft 


3 ft 




Q) 


0 


ft) h 


w 


3 


ft) 


a 


ft 






P 






ft) 








3 




rt 


H- 


rt 


p 


lX> 


P- 


MW 


d; 


3 


p 


O O' 


0 


ft 




vg 


ft) 


0 




ft 


0J 




3 




rt 


w 


a 


M 


3 


0 




rt 


1 


rt 


3 rt 


3^ 


W 


a 


rt 0 


3 


rt 


ii 


H 




M 




P- 


Cb 




rt 




cr rt 




Cb 


'O 


3 


r+ 


p- 


-vj 


EA 


a H* p- 


rt 




s 


p* 3 


k O 






0.1 








0 


rt 




p- 




0 


d 


X 


d 






3* 


0 


0 




3 0 


3 






< w 




rt 


^3 




0 


rt 




3 


■0 




0 




w 


u 


0 


0 




*3 


a 


3 




P 



H- P- 

o ►O 
3 P 



o 

ERIC 






«> 

3 

o 



P* 

3 

>£» 



P* 

3 

rt 

0 



g 

o 

p 



CL ^ 
£ 1 ) 

ft P 
rt rt 
0> 



P 

P' 

8 

$ 



% 

S 

P. 

3 

ft 

<0 

a 



h 

v£> 

vl 

O 



w 

ft 

w 



g 

Cb 



& 

P- 



ft 

H* 

rt 

w 



S' 

rt) 



P‘ 


i£ 


P 


13 


c 






O 




P 




0 


p* 




ft) rt 




M 


O 


rt d 


3 




w O 


f 3 


ui> 


O 


ft) rt 


iQ 


r- 


IT 0 


rt 


ft) 




0 rt 




d 


P- ft) 


ft) 


Cl 


g 


rt rt 


t>J 


U> 


W 


w 




P* 


P* 3 


a 


H- 


M 


rt 




ft 


< ft 


d 


3 


n 


3 


3 


ft 


p. p* 


0 


ft) 


0 


ft 


Cb 


rt 


3 rt- 


P 


to 


3 


P 




rt 




ft 


w 


ft 


ft 


P 


in 


ft) 


p- 




rt 


P- 


ft 




p 3 


0 


w 


p 


O 




& 


3i rt 


3 


a 


0 


3 


P- 


H 


< O 




d 


ft 




3 


Cb 


p P 


rt 


n 




P 


rt 




3 P 


0 


P 



9* 

§ 



rt 

o 



Cb a x 

rti (0 p 

ft ft R 



ill 



3 3 13 
rt rt) « 

a rfi 

H- 
Hi 3 
rt c 'r W 
O rt ft 
" C 



& 5 . 



rt H* 

rt rt cr 

O H' rt 



H » H- 
p- rt 

cu 
sr i 

rt 

a* 



rt 

O 



rt 



rt 

s 

a 

P- 

p 

rt 

rt 



o 

o 

3 

L0 



O ft) 
ft) Cb 



n- 

g 

rt 

cn 



3* o 
rt 3 



P 3* 
P- H* 
3 iQ 
K* 3 
3 
U3 



— W 
(t> 



*• 3; 

88 



— X 



^ LO 
ITfii PJ 



rt 

O 



p* 



rt 



3* n £ w 



P O H- ft 

1 § $i 



rt rt 
p- 

8 M 
3 H- 
ft 3 
P ft 
O ft) 



& 

o 

£ 

S 

13 

rt 

Cb 



w 

ft) H ft 
p 3 01 

o ft 
rt ft) p- 

* H 3 



o 

o 

3 



tr 



p- rt p 
p p o 
P P- O' 



o 

(t 



3 a 

w P* 
rt o 
p p 
H* tJ 
3 13 
ip rt 
* (l, 



►3 p 
ft) w 

p 

O p- 
3* 3 
rt 

rt P 

W v£) 



cr 

rt 



S g 



3 _ 

♦o a 



p 

cr 

p* 



§ § 

Cb 

p . 
13 w 



8* H- 

8 S 






ft 

P- 

rt 

W 



rt p- 
3 3 



cr 

rt 



3 

rt 



S’ 

$ 

rt 

g 

rt 

Cb 



< 

p* 

ff 



r> 

o 

3 

K 

ft 




• :.72 



o 

0 

3 

rt 

P 

O 

ft 



ft) 


Cb 


_ ft) 


Cb 


3 


rt 


1 


3 


V) 


rt 


3 rt 


w 


ft) 


13 « 


At 


P 


ft) 




P 


O 


rb ft 


■j p 


ft 


3 


p ft 


3 


X 




O 


a 


3 


rt St 


B 


w 


ft 


rt 01 


rt 


ft) 


tn 




rt 


y> 


rt 


W 



H 

O 



P- 

3 



3 

Cb 

\ 

O 

rt 



o 

rt 

ICI 



p- 

N 

ft 

P- 

o 

3 

P 



W X 
ft P» 

3 g 

O 3 
ft ft) 
d CL 



rt V 
o 

I ft 
p- 
p <: 
KC p- 
-j ft 
o P- 
t ft) 
vj Ui 



s 

Cb 



o 

rt 

iQ 



p- 

N 

ft 

p- 

§ 

P» 



I! 

ii 



3 



i 

j 



1 

I 

1 

I 

3 






!l 

!l 



IJ 



w 

“I! 



w 














w 




r* 










0) 




Cn 










c 




C 










0) 




•H 










> 




C 










■H 




•H 


rH 








4-» 




dJ 


dl 




c 




U 




U 


c 


4-» 


o 




(1) 




4-» 


0 


c 


•H 




VH 






•H 


d) 


4-» 




*U 




rH 


■P 


B 


dJ 




0) 




dl 


dJ 




0 








C 


U 


O 


T3 




0) 




0 


0 


rH 


dl 




c 




•H 


> 


& 


P 




•H 




■P 




E 


t7> 




e 




dJ 


tn 


<D 










0 


C 




O 




<d 




0 


■rH 


P 


4-» 




4-» 




> 


> 


0 






0) 






•H 


4H 


P 




T3 




c 


d) 




O 








•H 


0 


E 


•H 




o 






d) 


d) 


P 




4-» 




'd 


u 


X 


& 








d) 




*3 






Tj 




rH 


<0 




tr> 




d) 




rH 


•p 


w 


G 




P 




0 


c 


d) 


•H 




<D 


to 


P 


d) 


p 


G 




> 


u 


G 




dJ 


•rl 




w 


•H 


d) 


2 


a 


dJ 




g 






4-> 


d) 


P 




<3 


•H 


w 


W 


p 


4-» 






> 


4-> 




P^ 




rH 


<u 


•H 


c 


*0 




d3 


0 


,q 


■P 


<D 


d) 


,c 


a 


0 




O 


'd 


a 


u 


o 


x: 


0 


< 




cx 


•H 


G 


u 


4-> 




-P 


dJ 


x 


aJ 


a 




rH 


W 


0 


5 


> 




W 


r- 




•H 




'd 


x: 


c 


i 


d) 


'd 


Cn 


dJ 


cr 


0 


o 


P 


g 


C 




•rl 


■H 


r» 


0 


<3 


•H 


u 


x: 


■P 


<r* 


E 


JC 


G 


0 




W 


rH 






•rl 




E 


dJ 




dJ 


<D 


dJ 


'd 


O 


G 


<P 


p 


u 


P 


G 


M 


a 


0 


< 


< 


■P 


fO 


•IH 






__ __ 


J- 








t? 




H 


(N 












' — 












g 

ERIC 

k^tiaUTfir.TiaJJ 



x> 

d) 

E 

u 

<D 

+J 

<U 

A 

Q) 

A 



•H 

W 

4-» 



G 
O 
•H 
4-» 
G 
0) 
4J 
■P 
^0 dJ 



'O 



§ &. 



T3 

-p 

w 



4h 

o 



0 

c 

•3 

G 

o 

5 

o 

> 



a rj 

<0 *H 



o 

•r| 



'U -H 

o g 

v) a) 
"3 W 
a. 

v h 
G H 
•H 

■d * 

g g 

*3 S 

id 'd 

83 

> to 



73 



* 

ft 

in 



H ^ 

W 

% 

2 

rt 

P- 

0 

3 

*o 



ERiC 



CD 

W 



ft 



>-3 00 Ch 
ft rt ft 

frl 

ft 3 
H rt 



& 



P- 

rt 

r- 



co 

rt 

3 

a 

ft 

3 

rt 

P- 

rt 

ft 



n> ft 
a w 

rt 
rt» 
in 
rt 
W 



rt fD 
in 

O rt 
ft <n 
w 

fD 



fD W 

h 

fD cn 

in rt 

rf g 
a 



t) 

M 

fD 

I 

$ 

O 

ft 

rt 

H- 

O 

3 

& 



ft 

VI 



H- fD 
3 3 

>d w 



id *: 

g P 

O J- 1 
ft 

rt 3* 



o 

o 

c 



in 


cn 






ft 


(D 






V. 


tn 










(O 






in 


& 








3 

ft 




H) A 


s: 


ft 


ffi 


0 c 


p- 


to 


Q 


H ft 


H 




€ 



< P- 

o n, 
o ^ 

ft 

rt hi 
H- O 
O H 

y 

ft Hi 



ff 

ro 

& 

in 

rt 

H 

P- 

o 

rt 

3* 

ft 

< 

fD 



<J\ 

I 

li 



< 
O 
o o 

ft ft 

o P. 

&§ 
P- ft 

Hi M 

O 

8 8 
?S 

W ft 
rt m 

H 

2 £ 
s 0 



tr 



CO »-3 

s 2 

• & 
O ft 
O K 
3 in 



rt 



a o 

« § 
r* w 
fD 

O H 
Hi O 

. n 

< in 
o 
o 
ft 

. I 



ft 

H 



w 

CL 

G 

O 

ft 

H 

P* 

O 

3 



ft 



i n to 

? £ 

a a 

fD ID 
3 3 
rt rt 

&£ 
P- rt 
H (D 
H* M 
rt (D 
H* W 
fD rt 
W W 



8 6 



ID vD 
O'* 0> 
ID \0 

I I 

<1 'J 

o o 



H* 

in 

H 

o 

(0 

»d 

o 

3 

in 



M 

fD 

Hi 

O 

tl 

0 

< 

P- 

a 

P* 

3 

iQ 



P- 

3 

Hi 

O 

3 

ft 

rt 

P- 

0 

3 

r <J 



3 

ft 

rt 

rt 

fD 

in 

rt 



t X 
fD 



3 

P- 

W 

rt 

ft 

« 

ft 

a 



o 

H 



r? 


t? 




ft 


s ~' 








to 0 


< 


Cd 


M 


ft Hi 


o 


3 


X 


3 Hi 


o 


in 




P- 


o 


P« 


H 


3 a 


rt 


3 


0 


ft fD 


H- 


fD 


H 


rt w 


0 


W 


ft 


fD • 


3 


in 


rt 


0 


ft 




O 




H 


CO 


H 



n 

o 

3 

3 

rt 

w' 

O 

> 

3 

M 

5d 

’d 

H 

O 

•b 

tf 

ft 

>3 



VD 

cn 

vD 

I 

-J 

o 



H 

3 b 
Hi ft 






o 

p* 



O rt ft 



ft 

o* 

p- 

o 

3 

O 

fD 

3 

rt 

ft 

H 

W 

P< 

3 

O 

O 



O P* 
O 3 



3 3 

§ a 

fD C 
*i w 
I rt 
X t< 
O P- 
3 ft 
fD H 

3 _ 



N. p 
3 n 

CO uQ pj 
fD ' rt 
H H- 
H* fD O 
3 rt 



u 3 O - 



cr 

fD 

s 

M 

3 

(A 

&' 



Hi 

8 

tJ 

tf 

o 

p 

a 

p* 

3 

u3 

p- 

3 





0 




h' 


Hi 


O 


■ — ' 




tr 




to 




-0% 


g 


3 

ft 


tl 0 


0 


H 


0 s 


rt 


X- 




p- 


fD 


p- ft 


0 


rt 


a h 


3 




fD ft 




p- 


a 




3 


^ V 


to 


Hj 


£ 0 


* 


0 



H- rt 

S 3 

rt 
it H- 
3* ft 
p. h 

< 

M- O 
3 n 

Hi ft 

O rt 

3 £ 

ft 3 
rt ft 



- ft 

> a 

3 

b 

ft 

rt 

H- 

0 

3 

W 

rt 

3 

a 

ft 

3 

rt 

y> 



ft 

rt 

P- 

O 

3 

P* 

w 

o 

o 



ft 

o 

rt 

fD 

a 



M 

O 

3 

3* 

rt 

3* 

fD 

ft 

ft 

rt 

p- 

§ 




H> 


0 &> 


0 


f rt 


g 

rt 


uden 

open 


p* 




§ 


8 1 


•o 


i 



w 



> 
o 
l rt 
p* 
H < 

0 p. 
0> ft 
UD p- 

1 ft 
*0 [T 
O 

s 

a 

\ 

o 

H 

O 

tl 

u3 



P- 

N 

ft 

rt 

H- 

0 

3 

ft 



t r 



w 

rt h 

2 3 

0 3 
rt ft 

C a 

ft > 
o 

1 rt 
P- 

H < 
vD P- 
rt 

0 P- 

1 ft 
-o w 



X 

O 

H 

O 

5 

S 

P- 

M 

ft 

rt 

P* 

S 

ft 



*0 

3 

•3 

O 

in 

ft 



3 t-3 
ft O 
ft 

3 ^ 
H- H 
3 O 
ib < 
h, p. 

3 a 

H» fD 

3 S’ 

a Qj 

P* 
P- < 
3 P- 

S' g* 

2 & 
ft w 

o 

b 

ft 
rt 
p- 
O 
3 
ft 



P* 

W 
3 
Hi 
Hi 
P* 

n 

p* 
H ft 
3 

b rt 
3* 

O p- 
H- 3 

O Hi 
ft 0 
W H 



ft 

rt 

p- 

O 

3 



rt 

3* 

ft 

3 

rt 

O 



K> 

to 



7<1 



M3 

<N 



T3 



0\ 

g 



*7 



<u 










> 




tO 






•H 




*H 




tn 


P 




u 




P 


U 




p 




C 


Q) 

4-1 




3 




0) 

T5 


4-1 




*d 




P 


<U 




c 




-P 






W 




w 


Q) 










P 




O 




! 1 


■H 




x: 




0 


g 




P 




4-1 


H 

OJ 




c 


r* 


'O 


p 






« 


G> 


01 






P 


no 


'0 




'O 


P 


*H 






o 


0) 


> 


0 




T3 


e 


0 


P 




o 


p 


U 




<u 


o 


b 


C4 


03 


-H 


c 


rd 




a; 


P 




a 


0) 


n 


■H 


10 


<l) 


P 


<y 


> 




T3 






■H 


w 




01 


& 


P 




IT 


u 


c; 


0 


p 


P 


•H 



crt 






X 




to r-l 






P 


Cl 


C 


H 






(-1 


0 4-| 


Dk 


5 


5 


o 


*H 0 
P 


h 


<0 


rd 

U 


o 

o 


w to 


0 


p 




<3 W 


C I) 


o 


c 


Cl 


P O 


M 


•rt 


0 




a c 


!0 


P 


0 


r-l 


o 


<0 


c/1 


rl 




u 




0 




01 


r 


£ 




op 


H 


T3 


0 


tj 






W 


X 


•H 



© B 




£g,« 


1 




ERIC 


0 


3« § 


.75 

| i 

i 


_ n< 






o 

ERIC 



I I 
I I 

l-M 



o 

to 



0,0 
fl) Hj 

3 .H, 

r s 

Cu CD 

o'? 

Hi O 
Hi C 

p-f5 
o > 

o> ft 
P 

o|o 

H 3 
0 « 
M 

ff 

P> I 



O Hi Hi J? | 

O Hi Hi *d O 

, p. p. p. o 

O O 3 H 

£ ns kq a 

o 

*3 W *| 

m - ft 

a 1 ft 

^ o >o 

p* rt ~ P- 
3 H- W 3 

It 0 M 

« fD 5/5 

P* I 



3 

7s (U 

o _ 
»P-Q 

I 



«! 



«i 



o 

ro 

o 



M 
O 

& 

O 
ft 
p- 
0 cu 

£1 § 
ft 

co 3 
ft rt- 

r 

p- 

*5 

ft 





O 


G 


0 


pj 


w |o 


0 


p* 


0 '3 


a 


3 f 


Hi \to 




P 


c 


3 


c 


H | 


a 


H 


n 


5 


1 


o 



Hrj 

o 

Q ^ 

a & 

w ft 

3 o* 
o 3 
M 

* H 



htj hrj 

o o 
o o 
a a 

M 5/1 

td w 
c: 3 
w 



o 

0 Hd 
a M 
tfl o 

^ H C/5 

&S ‘ 



tf ro o 

X H 

l p- 

ft 

i 



> to 

M M 

rt • 

0 X 

Pi O 

< 3 

p- 
3 



'I 

rt 



*3 O 
OHO 

0 0 3 

01 (t CP 

cn 3 

hB“& 

p 

M 3 

^ H kO 
CO *- 

‘ lo H 
>&► ' * 
co ho 



76 



01 



R 9 

pi 0) p» ' 



VII 

a 



n g j j 

A w w w 



s 



<fl < rt 

111 

l pi 

to 

a 



K> 



FUNCTION 10. 



00 
C ■ 



u 

fll <D 

I s 

c o 
p 

0 ) H 

p a 



u o 

tn I s - 

o o 

M r~< 

ft ~ 



o 

ERIC 





p 






T3 


c 






<U 


OJ 




rH 


P 

d 




o 


8 ? 


6 


rH 


5 


H O 


*H 


0 


D> I s - 


P 


u 




0 O 


W 


c 


G 


rH 


u 


w 


*H 


ft ^ 











•H 






P 


HH 


0 


P 




P 


0 


0 


4h 


d 




<u 








0 




o 


in 


O 


S 


3 




e 


G 


1 


'D 






0 


CN 


rH 


W 




in 


*H 


n 


ft 




in 


M 


in 


• 




rH 


a; 


0 




rH 


a j 


d 


JH 


p 


> 




p 


G 




0 


0 


g 


d 


0 


II 


3 




0 


P 


•H 






ft *H 


w 


P 


X 


p 




p 




d 




in 


QJ 


0 


a) 


0 




G 


.C 




.G 


p 




H 


P 


w 


P 


> 





H 

<9 


U & ( 


i ^ 


O 

(N 


i i£ 


[ 

i s 


P 


g 0 S' 
>3 ft 


H 0 




• ■ ,_ i 


1 <N 




.C 


rH 


1 1 H 


1 rH 



77 



*7 ^ 



o 

ERIC 



< M 


os w 


£ 


w 


> 


M 


3 gi 


CD 


H 


0 lx 


fD|0 X 


d 


o 


C 


Hi 


ID 


3 


o S3 


3 M >3 


r+ , 


a 


rt 


ID O 


mot) 


O 0 


in 


• ID 


ID ** H 


o 1 


^ 1 


9 


O [O 


a n h. 


O M 


rt 


t M 


m O . 






i 


rt O 


ID O 3 

Id 


O ID 


2 


a h- 


ft|W n 


SI 


s* 


0 


M fC 


C rt 


d (D 


m'x p> . 


ID 


rt . 


o p 




■g fi 


0 


H3 


_ p rt| 


0 


al 


H* 


3 |fti 


H» 5 


rt 


fl.o 


S 0 0 


3* 




< 


H-rf 


rt H* 


H- 


s • 


OHM 


S 1 


Ml 1 


ID | 


O H- 


3 h* a 


K* 111 


0 


M H- ^ 


ID 




_ 0 


a o 


0 H 


3 


a rt 


X ID 


p- 


3 


U\ 1 


0 3 


d 3 jd 


3 


Pi 


id a 


<3 i 


0 


a: 




n w 


in v> 0 


in g 


M 


\c 


|0 




ID 


*1 | 


Q 


rt 1 m| 




o 


‘id 




M . 




d 


M PJ 


a 


M3, 


|fti 


1 1 


1 


I 


H- j 


MJ 


K- f+ 




M 


rt 








0 


Pi 


H fD 


9 


0 


H- 


1 1 


1 


| 


ID 


ft 


h | a| 


UD 


0 








in 


H- 




H 


M 


13 


1 1 


1 


| 


| 


o | 


| j 


ft 1 


pi 












3 




ft 


g 


1 


1 1 


1 


1 


1 


(/) 


1 1 


ID 





{/! 



<A 



78 



o £ 


sCcn 


cn 5d 


> 


w 


> 


< 




> 


< 




W 


< *5 < 
fo o 




cn 


w 


rt 




h* 


<r 


O 


til 0 


o | ID 


0 ID 


M3 


ft> 


M3 


0 


*» 


3 


P 


fe. 


M 


M 


3* 


a 


>$ 


0 


3 




O 


M M 


H M 


3r H M3 


H M3 


,n 


K) 


rt 


,o 


& 


0 


O '3 ,0 


fu 


O 


d 


P 


0 


O 




d 


ID X 


x 


O | Pi 


M 


P 


M 


1 i 


•» 


0 


1 4 


• 


Q { 


1* E*l* 


3 


M 


0 


0 


pi 


M 


o 


M 


.ID , 


H- 


0 .rt 


ID 


rt 


CD 




U> 








rt 


3 


in 


S 


pi 


M 


rt 


d 


n 


in 


M M 


o|o 


H CD 


3 


(D 


3 


1^ 


•» 


w 


IS 


H* 


M 


s s: 


n 


rt 


H- 


H* 


a 


9 


0 


!* 


M Ci) 


r a 


rt 


a 


rt 


0 




o 


0 


% 


0 


P P 


M 


§ 


H* 


0 


O 


H- 








o 


{'- 


H- 


H 






M 


M 


3 « 


M H* M 


H- 


0 


3 


3 


3 


M3 


l/l 


h,0 


ID , 


o 'h 


0 


H 


O 


'x 






y 


% 


* 


X - X M3 


a 


3 


O 


Pi 




> 


0 


’S'ft 


3 




ID 


|3 


ID 






H* 




W 


1 




rt 






0 


H 4 




•g 


►9 


rt 


3 'w 


W 


in 


w 






0 


w 


% 




rt > w 


H- 


M 










H 


c 


[3 | ID 


fti 


d Jet 


3* 


1 rt 








ID 


L>S 




0 I 




0 


H 






s 




o 


0 


y 3 


rt 


Ii2 


H< 


M 


H* 




W 








>9 > >3 


3 


to 






0 




z 


3 


3 0 


H*i 


M3 


d 


M3 


[ID 






0 






10 J^O 




•s 






M 






O 


r I® 


o 






O 




M 




13 


,M 




5 1 


M k 


M 


ftJ 






X 






0 




3 | 








H- 




& 


H* 




o I 


| H' H- 






















H- 




V* 




(D 




0 




H* 


0 0 


ISJ 
















| | 


f 


[o 




|0 




3 






3 




0 1 


1 3 |3 






















3 




3 




0 






,n 




uq 


0 O 


















1 1 


1 


1 








ID 






0 




K, | 


1 0 \ 0 


















1 1 


X 


X 


X 




X 






X 






X 


X 




X 








d 

0 


rt 

H* 


9 


1 1 






















i 


f i 












a 


3 


3 



H S' H S' M 3 

g * 8* * § S’ 



t/> 
rt O 



X 0» 
0 rt 
0 

0 

O 



_ 0 



in 






> > M 

0) I *d « pi 

_ C V) H *d ft 

W H ^ ^ ID ^ 

ID K M 3 MJ 

O »-• > p > t 1 

0 (t[ ft H ft ft 

3 8 C ft d < 

a ID H rt 

3 ft O 

1 a 




:! i 






:( 



K> 

v£> 



I 
3 

-I 

3 

II 

’J 

IJ 

1.1 



o 

o') 



o 

ERIC 



u 

<D O 

f B 

G 0) 
4-» 
^ O 

<D rH 

g e 

5 8 

-P 

W 0 
W 4J 



17 

feg 

0 <r> 
M |H 

a — 



g r 



o (N 
■h n (X, 



c 

U -H 
o -G 

H IT] 

u 

S 3 

w 



HJ 
0) 

s 

w 

H 

0 "H rH QJ IT] 

£ > 4J C 

§ 8 § 5.2 

S a -a w s 

w <u u a) u 
c £ <u ,c; o 

H 4J W +J > 



,G § M 

& w & :J 



G O 



S 3 



O 0 

u ^ 

Di 



tfl 

£ 

&■ 

0 X 





4-» 








| 


T3 


G 










<1> 


O 




rH 




| 


4-> 

2 


5 


o 


^7 


L"' 


1 ^ 


e 

•*H 


rH 

0 


5 


to O 
tji 


rH 


.O 

I M 


4> 


u 




0 c» 




iH 


U. 


G 


C 


U rH 






W 


w 


*H 






I 



o 


1 


1 m 


i 

1 m 


i 

fin 


i i 

| o| 


CN 


. in 


. h* 


, O 


,h 


. in, 




1 

i 


1 

1 


1 ^ 

l 


lio 

i 


| rH ] 
1 l 



o 


lo 


1 


lo 


lo 


CO 


| CO 


o 


o 










, <N 


,o 


,o 


<N 


o 


in 


| CO 


1 


| r- 


1 r* 


h? 




r- 


lo 



^ 79 



TABLE B 



Summary Instructional Programs 
(Required) 



U.S.O.E. 

code 


Instructional 

program 


Number of 
courses 


Number of 
students 


Number of teachers 
(Full-time 
equivalents) 






1969-70 


1970-71 


1969-70 


1970-71 


1969-70 


1970-71 


04. 


Distributive 

education 


2 


2 


3b 


45 


1 


1 


09.01 


Home economics - 
useful 


7 


7 


2755 


2900 


23 


2 3*5 


09.02 


Home economics - 
gainful 


5 


5 


23 


23 


l*s 


IS 


07. 


Health 


0 


0 


0 


0 


0 


0 


14. 


Office 


' 9 


12 


2753 


2900 


19 


22 


16. 


Technical 


0 


0 


0 


0 


0 


0 


17. 


Trade and 
industrial 


12 


1? 


193 


200 


IS 


IS 


19.1 


Exploratory work 
experience education 


1 


1 


405 


450 


NA 


NA 


19.2 


General work 
experience education 


1 


1 


557 


450 


NA 


NA 


19.3 


Vocational work 
experience education 


8 


8 


138 


230 

i 


NA 


NA 


Career Planning 


0 


1 


0 


150 


0 


i>» 



o 

ERIC 







M 



TABLE C 



Vocational Education Enrollment 
(Required) 



U.S.O.E. 


Instructional 


Enrollment 


code 


program 


1970 


1971 i 


1972 


1973 


1974 


1975 


01. 


Agriculture 


0 


0 


10 


10 


10 


10 


04. 


Distributive 

education 


36 


45 


65 


80 


100 


120 


09.01 


Home economics - 
us eful 


2755 


2900 


2950 


3000 


3050 


3100 


09.02 


Home economics - 
gainful 


23 


23 


25 


25 


40 


50 


07. 


Health 


0 


0 


40 


80 


120 


140 


14. 


Office 


2753 


2900 


3000 


3100 


3200 


3300 


16. 


Technical 


0 


0 


25 


50 


50 


75 


17. 


Trade and 
industrial 


193 


200 


240 


290 


350 


400 


19.1 


Exploratory work 
experience education 


405 


450 


475 


500 


525 


550 


19.2 


General work 
. experience education 


557 


450 


410 


332 


223 


200 


19.3 


Vocational work 
experience education 


138 


230 


345 


518 


777 


800 




Career Planning 

i 


0 


150 


300 


500 


800 


1000 



0 




TABLE D 

Vocational Education Enrollment 
Summary 

(Required) 




ii 






Projected enrollment 


Level of program 


1971 


1972 


1973 


1974 


1975 


Secondary 

Grades nine through twelve 


6933 


7430 


7995 


8720 


9405 


Adult (defined) 


415 


45 r 


490 


515 


540 


Total 


7348 


7885 ' 


1 8485 


9235 


9945 














Special programs 


1971 


1972 


1973 


1974 


1975 


Disadvantaged Total 

Secondary 

Adult 


1103 


1184 


1274 


1386 


1492 


Handicapped Total 

Secondary 

Adult 


110 


118 


127 


139 


149 


Cooperative program Total 

(Part G only) 

Secondary 

Adult 


130 


180 

t 


270 


400 


600 


Group guidance Total 150 300 

(Prevocational) j 

i 


500 


800 


1000 


Work-study Total 125 

Secondary 


i 

j 140 

i 


160 


180 


200 


Consumer 6 Home ] 

making education..,. Total 2923 j 2975 


3025 


3090 


3150 

i 
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7 f S ) , 2 ( A) 

.. 2<£-d) ,ka: 

7 CS) , 2 (A) 
3(S> 

ICS) 

4(S) 


_ J7_ l S_) _£_3 CA) 
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7_(S-D) , 2(A) 

. JMS) ,3 (A) 

7 (S) , 3 (A) 
4{S) ,2(A) 

7 (S) 


| : Distributive 
J| Sales 6 Marketing 


1(S) 
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. 7 (£>i. 3 i A i _ 
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. l<£>i 4 l A l _ 
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2 (S) 

1(S) * 


_ 7 i s M4(A)_ 

2 (S) 
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2 (S) 

Tfs-D) 
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l(s) 


(Health Occupations 


— 0- 


l(s) 


2 (S) 
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7 (S) 


7 (S) 
7 (S) 
7 (S) 
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7 (S) r 


1(S) 
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APPENDIX C 



CAPUCHINO READING LABORATORY 



English 1*1 is a remedial reading course* The focua of its remediation 
is primarily on the word recognition and calling skills commonly labeled 
M word attack,” and secondarily on cognitive processes often referred to 
as comprehension skills. As such, English 1.1 is properly classified as 
a eubphase of the reading hurdle in the sequential English department 
program. it is a required course for those students who demonstrate 
obvious deficiencies in reading orally. 



Specific Performance Objectives: 

1, Given a modified form of the Grey Oral Reading Test — such modification 
being a shortening to include paragraphs seven, eight, nine, and ten 
only, and a simplified evaluation system whereby the performance is 
rated by a committee of reading teachers on a five point scale, one 
being the poorest type performance and five being the best — THE 
STUDENT WILL READ orally to an examiner and into a tape recorder (such 
recording being necessary to allow committee evaluation at a later 
time) with sufficient ”word recognition and calling skill” so as to 

be judged by the committee to rate above a three on the five point 
scale . 

2. Given the Gates-MacGinit ie Reading Tests, Form E1M or E2M, administered 
according to its specific directions. . .THE STUDENT WILL SCORE at or 
above the seventh grade level, or its equivalent percentile ranking, 

on the Reading Comprehension section of the tests. 



Content : 

The two tests listed above serve as both pre-test and post-test evaluation 
of both student and teacher progress, and indicates a need for instruction 
in phonics, syllabication, accent, word structure, dictionary skills, 
Inference, relationships, sequence, figuretive language, paragraph 
development, and transitional elements in the activity of reading. 

The method of instruction is small group or individual ;*. .group and 
individual activities are determined by a continuing process of simultane- 
ous diagnosis and instruction, each step modified heuristically by the 
results of the previous activity. 
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APPENDIX D 



TERMINAL PERFORMANCE OBJECTIVES 
for 

A Phased Typing Piogram in Business Education 



KNOW AND CARE CENTER 
SAN MATEO UNION HIGH SCHOOL DISTRICT 
San Mateo, California 
June 1968 



Prepared in compliance with VEA contract #8-1423 by: 



Troy E. NuckoJs 
Oonald E. Tingley 
Mari lyn M. Lee 



PERM'S*)* TD REPRODUCE imjs co^r 
.IGMED MATERIAL HAS BEEN GflA NT £□ 




TO,lRK AND 0 «GAN.ZATh5nS CmAAT'NG 
U60EA AGREEMENTS WITH TM| U S OFFICE 
Of EDUCATE* FURTHIR REAROOUCTiON 
OUT Si S'! THE E*>C $y 5T M MOUSES Ht* 
MISSION OF The COryp>6H7 OTWEA 



IT '•"> ■ - 1 ' * • 1 

CopyrEght 1$68 by the Board of Trustees of the 
SAN MATEO UNION HEGH SCHOOL OISTfilCT 
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The work presented or reported herein was performed pursuant 
to a grant from the U. S. Office of education, Department of 
Health, Education, and Welfare* However, the opinions 
expressed herein do not necessarily reflect the position or 
policy of the U. S. Office of Education, and no official endor 
ment by the U. S. Office of Education should be inferred. 
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INTRODUCTION 



In order to accomplish the writing of Terminal Performance Objectives in the 
Phased Typing Program it was necessary to determine the cur ricul um which would be 
included, the proper order in which the curriculum should be covered, and to rec- 
ognize that a Phased Typing Program should differentiate between the students who 
take typing only for personal use, and the students who take typing for vocational 
purposes . 

The first step in this process was to meet with the Office Occupations Advisory 
Committee for Business Education in the San Mateo Union High School District, This 
committee is composed of several representatives from the business community who 
are listed on the acknowledgment page. They were requested to identify the ten most 
important skills an employee needs for entry level employment in the office occupations 
area. This information was obtained from various employers in San Mateo and San 
Francisco Counties. Mrs. Lois Callahan, Chairman of the Business Education Curriculum 
Council, provided similar data gathered in Riverside (10) and Santa Clara Counties. 

A priority listing of the most important entry level skills an employee in the office 
occupations area should possess was developed from the above data. An extensive study 
conducted in the State of Washington (6), which polled employees rather than employers, 
provided an enumeration of the relative importance of several hundred skills which 
entry le.vel employees in the office occupations area need to possess. When the results 
of the Washington study were considered in conjunction with the findings in this 
District/ a list of approximately the top thirty skills was compiled. 

The second step in this process was to go to the Business Education Curriculum 
Council which is composed of the Business Education Department Heads in the eight 
high schools in the Sai Mateo Union High School District who are listed or> the 
acknowledgment page. The Department Heads were requested to go to the Business 
"ri'tr M ion Teachers in the district and ask the teachers to provide a list of the most 
important skills taught in the office occupations area. From this enumeration, 
approximate! y the top thirty skills taught in the office occupations area were determined 

The third step in this process was to compare these data on the two lists 
described above. From this comparison the general objectives for the office occupations 
curriculum evolved. 

An examination of this extensive list clearly indicated that typing was the 
single most important skill an employee needed in almost all of the office occupations 
areas. In view of the above, and taking into considera t i on that typing is one of the 
most widely elected courses in high school, typing was given first priority in the 
development of performance objectives. Mr, Donald 6. Tingley and Mrs, Marilyn Lee 
were asked to work on this task because of their teaching background and their interest 
in the subject natter area. 

The fourth step in this process was to determine specific Terminal Performance 
Objectives in typing as separate items from general objectives in the overall office 
occupations area. With the support of the individuals and groups listed on the 
acknowledgment page, this task was accomplished. 
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The fifth step in this process entailed the designing of a Phased Typing Program 
which would permit a student to progress at his own rate through four phases which 
correspond, in terms of time, to appr oxima tel y four semesters of typing. In the 
Phased Typing Program a sizeable portion of the curriculum is self-paced and a student 
may progress as rapidly through the program as his ability, his motivation, and his 
goals will allow. Mr. Tingley, working with Mr. Troy E. Nuckols, was principally 
responsible for the design of the program. 

As the design o c the Phased Typing Program and the writing of Terminal Performance 
Objectives for this program progressed, it became apparent that a standardized, District 
wide, testing program and grading procedure were essential. Therefore, these elements 
were included in the design. A Di str i ct -wide testing program will serve to validate 
the standards v.*gges ted for the Terminal Performance Objectives. A uniform grading 
procedure will identify the extent to which all typing students in the District meet 
the standards established for the Terminal Performance Objectives. 

The sixth step in this process required the. . fting of tests designed to meet 
the criteria outlined in the Terminal Performance Objectives in each of the four 
phases* Mrs- lee, working with Mr. Tingley and Mr. Nuckols, was principally responsible 
for the development of these tests. 

Each phase, and each performance objective within a phase, was written as an 
entity so that it might be read and used without reference to other phases or objectives 
Each phase was designed to accomplish specific purposes. Phase one and two are largely 
devoted to training for persona! use and the development of the first level of skill 
necessary for vocational application. Phase three and four are devoted principally 
to developing a students typing skill to the point where he will qualify for entry 
level employment in the office occupations area. 

The following report represents only the first of many tasks which must be 
undertaken in order to individualize instruction in the Phased Typing Program. The 
next tasks to which the District must address itself include: 



1) Carrying out the standardized, District-wide testing program; 

2) Adjusting Terminal Performance Objective test standards as the need is 
indi cated; 

3) Reviewing and revising the Phased Typing Program and the Terminal Performance 
Objectives as the need is indicated; 

4) Writing Learning Activity Packages which present the Intermediate Performance 
Objectives a student must meet in order to advance through the Phased Typing 

• Program; 

5) Providing sufficient flexibility in the traditional semester configuration, 
grading procedures, awarding of credits, and class scheduling so that the 
Phased Typing Program can be put into operation in all high schools in the 
Oi strict . 



The "Zero-Reject' 1 concept requires that students be permitted to take as much 
time as is reeded in order to reach the criterion performance. If a system is to be 
provided which stresses individualized instruction, approximately the same procedure 
as described above must be followed in all subject matter areas within the Business 
Education curriculum. When the necessary steps are taken to implement this Phased 
Typing program, the District will have moved toward fulfilling the goals of the 
Business Education Teachers in the San Mateo Union High School District. 
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TERMINAL PERFORMANCE 03 JECTIVES 



for 



A Phased Typing Program in Business Education 



PREFACE 



Few students in high school and college can escape the need to submit typed 
reports, essays, and term papers to their teachers. Few individuals can avoid 
for long the writing of personal business letters for purposes of ordering goods 
or services, complaining about errors in billing, or describing defects in 
merchandise. Few workers, whether clerical or professional, fail to benefit 
from at least a minimal level of skill at the typewriter. 

The Phased Typing Program is designed to carry each individual student a. 
far and as rapidly toward the goal of achieving typing skill as his motivation, 
ability, and time permit. 

Four "phases" that correspond in time, for the typical student, to four 
semesters of typewriting instruction characterize the Phased Typing Program. 

The student can start in the program as early as the ninth grade although the 
vocat iona 1 ly-or i ented student might benefit most by delaying the start until 
at least the tenth grade. Students who intend to use the typewriter primarily 
for personal use would normally complete no more than the activities in the 
first and second phases. The student working toward development of entry 
level skills for the office occupations (such as secretary, stenographer, clerk- 
typist, and general office clerk) would normally complete all four phases of 
the r?i cqrnm. 

Upon successful completion of each phase of the program, the student will 
receive five credits toward graduation. If a student successfully completes 
all phases of the typing program, he will earn 20 credits. 

The Phased Typing Program is predicated on the concept of individualized 
instruction as err^'xlied in self-pa^ed Learning Activity Package (LAP) materials. 
It should be noted that only a portion of the time a student spends in a phased 
typing program will be devoted to activities that are self-paced. The initial 
learning of the keyboard, speed and accuracy development on straight paragraph 
copy, and measurement of improvement are ell activities that are handled in 
groups under direct teacher supervision and control. 

Each Learning Activity Package contains the following parts: 

a) Rationale s Answers the question ir Why does the student need to 
know what this LAP is designed to help him learn?" 

b) General Obj ect ive s Oescribes in general terms what the student 
will know or be able to do when he nas completed t^e LAP. This 
statement is frequently combined with the Rationale. 
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c) Performance Objectives ; Tells the student specifically what he 
mint be able to do, the conditions under which he must do it, 
and the degree of accuracy or correctness he mu>t achieve in 
order to meet m.nimum standards. 

a) E.\f rip t i on ? Tells the student a procedure he may follow in order 
to demonstrate that he does not need to do the activities in the 
lAP. 

e) Activities ! Describes in detail what the student is to read, view, 
listen to, and do in order to reach the performance objectives of 
the LAP. Special or alternate learning activities may be provided 
for students who are gifted, who have learning difficulties, or 
who are unusually motivated or creative. 

f) Evai uat 1 on : Measures the extent to which the student meets the 

performance objectives for the LAP* 

The Phased Typing Program is designed so that a studer ‘ may complete all 
phases in as short a period of time as one semester or as long a period of 
time as four semesters. A student may be exempted from any LAP within a 
phase by successfully passing the sel f -sdminis tered pre-test and the teacher- 
administered post- test for the LAP. The period of time a student spends in 
each phase of this procram is dependent upon his ability to develop a level 
of skill which meets the minimum standards for advancing to the next phase, 
upon his motivation, and upon his goals* 

The fol lowing pages present the Terminal Performance Objectives and 
related aspects of the Phased Typing Program. 
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TERMINAL PERFORMANCE OBJECTIVES 



for 

5 hase 1 of the Phased Typing Program 



1.0.0 GRAPE PLACEMENT: ’0, II, 12 



2.0.0 PREREQUISITES: None 



3-0.0 RATIONALE : The student who enrolls in Phase 1 takes a first step down 

the road to de ve T oprp?.nt of a skill that will prove to be an invaluable aid 
to him in his remaining years of formal education, in his personal business 
affairs, and in his vocation. Phase 1 is an introduction, and very few 
students wi 11 find that this phase is enough for pu, poses of developing a 
vocational skill. On the other hand, some students may consider this 
phase sufficient for development of typing skill for personal use only. 



4.0.0 GENERAL OBJECTIVES : With the completion of the learning activities in 

Phase I , l:he student will be able to 

4.1.0 . Use the touch typing system in typing all alphabetic keys on a 

standard typewriter; 

4.2.0 Use the proper reaches in typing all numbers and symbols on a 
standard typewriter; 

4.3.0 Touch t /pe complete sentences and paragraphs for a specified 
period of time at a rate that equals or exceeds average hand- ^ 
writing speed ; 

4.4.0 Touch type complete sentences and paragraphs for a specified 
period of time with an appropriate degree of accuracy; 

4.5.0 Touch type semi -a rranged simple versions of common business 
letters, personal business letters, tables, and manuscripts 
at acceptable levels of speed and accuracy; 

4.6.0 Proofread his typed work with such care as necessary to find 
any typographical errors he makes; 

4.7.0 Use a typewriter eraser co make possible the correction of 
relatively simple typographical errors; 

4.8*0 Take reasonable care of his typewriter, organize his work 
station, and exhibit the beginning of a business-like 
attitude toward his typing work. 
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5.0,0 INSTRUCTION CONTENT ; The following is an outline of the course 

contenf designed to help the student reach the Phase I minimum te rmi nal 
objectives. No attempt 5s made here to list Learning Activity Packages or 
to provide a detailed and sequential listing of every item of instruction 
in the Phase I curriculum. Distinction must be made between items of 
learning that will be terminally tested and those that are tested as a 
part of the Learning Activity Package post-tests. The latter items are 
not included in the outline below. Reference to the LAPs developed for 
Phase 1 will provide a detailed outline of aj 1 course content and a 
complete list of those "intermedia te performance objectives" that are 
tested in the learning Activity Package post-tests. 



5.1 .0 



5 . 2.0 

5 - 3.0 

5.4.0 

5.5.0 



5 . 6.0 

5 . 7.0 

5 . 8.0 



5.9.0 



5 . 10.0 



The typewriter keyboard and othsr major machine parts--group 
activity 

The techniques of touch typi ng--gr oup activity 

Activities to boost speed and accuracy- -g roup activity 

Centering typewritten copy vertically and hor i zonta 1 1 y--se I f -paced 

Simple manuscript typi ng--se I f -paced 

Simple tabulation typi ng --se 1 f -paced 

Simple business letter typi ng- -se I f -paced 

Simple personal business letter and envelope typi ng--se 1 f -paced 
Proofreading typewritten copy--sel f-paced 

Erasing and correcting simple typographical errors --se 1 f-paced 



6.0.0 P RE ^TESTING : There will be no pre-test at the beginning of the phase. 

It will Tie assumed that all students programmed into Phase 1 have had 
little or no typewriting instruction. However, a student may be exempted 
from selected Learning Activity Packages in the phase by demonstrating 
mastery of the skills or concepts embodied in these LAPs. This may be 
accomplished by successful completion of the pre- and post-tests which 
are included in each LAP. 

6.1.0 LAP pre-tes ts t Any student may elect to take the pre-test at the 
EegTnning of a LAP i f he believes that he can meet the stated 
performance objectives for that LAP without completing the 
activities required in the LAP. Upon completion of the self- 
administered test, the student will elect to 

6.1.1 take the post-test for the LAP if he completed the 
pre-test with a score above the minimum criteria 
set for the pre-test or 
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6 . 1.2 



begin the activities in the LAP if his score on the 
pre-test was not above the minimum criteria or 



6J.3 begin the activities in the LAP if the pre-test score 
was above the minimum criteria but below the standards 
the student sets for himself. 



POST-TESTING ; Both end-of-LAP and end-of-Phase post-tests are used to 
measure ( I ) whether the student has met the performance objectives 
stated for the LAPs and the phase and (2) the degree to which he exceeds 
the minimum criteria established for those performance objectives. 

7*1*0 LAP post-tests ; The student will take a post-test as he completes 
each activity package or at any point in the package that he 
believes he is ready to be tested. His performance on the post- 
test will be measured against speed, accuracy, and proofreading 
grading criteria tables established for each LAP. Upon completion 
of the teacher-admi ni stered post-test, the student will 

7.3*1 begin the next LAP if he meets the minimum standards 
for the post-test c>r 

7.1.2 if he does not meet the minimum standards, engage in 
remedial practice, recommended by the teacher, until he 
believes he can meet the minimum performance criteria 
for the LAP. 

7.1.3 The student will demonstrate that he has met the criteria 
for advancement to the next LAP by successfully completing 
the LAP post-test at or above the minimum specified. 

7 * 2 *° Phase post-test ; This test is administered in several parts at 
or near the end of all activities in Phase 1 to evaluate the 
student's success in reaching the Terminal Performance Objectives 
detailed in 8.0.0 below. Appendix A provides an explanation of 
how terminal grading criteria was established; Appendix B con- 
tains samples of terminal performance tests for phase post- 
testing in the Phased Typing Program. 
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PHASE 1 OF THE PHASED TYPING PROGRAM 



8.0.0 TERMINAL PERFORMANCE OBJECTIVE S! The following performance objectives are 
a precise statement of the minimum goals of Phase 1 of the Phased Typing 
Program. It is important to note that there are other goals within Phase 1, 
and that they will be reflected in the intermediate" performance objectives 
included in each Learning Activity Package developed for the phase. 
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST TWO LAPS IN 
PHASE 1, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT 
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DD SO WITH- 
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH 
ACCURATE PROOFREADING. 

8.1.1 Appropriate paragraph material : Any series of alphabetic 

paragraphs with a syllabic intensity of approximately \ .4 
that can be copied line for line for five minutes without 
repetition may be used. 

8.1.2 Performance conditions ; On each occasion that the student 
takes five minutes timed writings for grading purposes 
during the last two LAPs of Phase 1, he will be given two 
writings on the same copy. For a timed writing to qualify 
for a grade, the student's typing speed must be 13 or more 
GWPM and his acc acy must be at least 93 percent of GWPM. 

The student may not erase errors, use a dictionary, nor 
seek help in proofreading. He must proofread and mark all 
errors and calculate his gross words per minute (GWPM). 

8.1.3 Counting and marking errors ; International Typewriting 
Contest rules will be used to determine errors in timed 
writing copy. (These are the rules used by many employers 

to score typing tests administered to prospective employees.) 
A copy of these rules may be found in Appendix C. 

8.1.4 Calculating typing speed : For grading purposes, gross 

words per minute (GWPM) will be the measure of typing speed. 
GWPM is determined by adding every stroke typed (including 
spaces and considering the entire copy as having been 
typed in a continuous line), dividing the total strokes 
typed by five to get total gross words and then dividing 

by the length of the timed wr i ting--i ,e, , 1000 total 
strokes * 5 = 200 total gross v/ords * 5 minutes = 40 GWPM. 

8. 1.4.1 Neither net words per minute ( NWPM ) nor correct 
words per minute (CWPM) will be used for grading 
purposes in the Phased Typing Program. However, 
so that students will be aware of the scoring 
systems used by some employers in employment 
typing tests, they will he introduced to NWPM 
and CWPM calculation. 

8.1.5 Proof of achievement — speed t The following table contains 
the criteria to be used in grading five minute straight 
copy timed writings during the last two LAPs in Phase I. 

The student's final speed grade for this objective will 

be the average of the three h est speed scores out of a 
minimum of four qualifying timed wr i tings. 
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PHASED TYPING PROGRAM 




Phase 1 --Terminal 


5 -Mi nute 


Timed Writing Speed Standards 




Let ter 


GWPM 


Grade 


38+ 


A 


31-37 


B 


21-30 


C 


Performance below this level does not 


meet 


the minimum standard for 


advancement to Phase 2. 


13-20 


D 



8.1.6 Proof of achi evement --accuracy : The criteria in the 

FoT lowing table will be used to grade the accuracy of 
five minute straight copy timed writings during the 
I c ^ t two LAPs of Phase I. To illustrate, a student who 
types 135 gross words and makes three errors in a five 
minute timed writing will have an accuracy percentage 
for that timing of 97*7 percent or a grade of n B. M 
(An "Accuracy Percentage Table 1 ** that facilitates 
determination of the accuracy grade may be found in 
Appendix D.) The student's final accuracy grade for 
th.s objective will be the average of the three best 
accuracy scores out of a minimum of fo r (ualifying 
timed writings. 



PHASED TYPING PROGRAM 


Phase N-Terminal 
Accuracy Standards 




Percent of 


Letter 


Accuracy 


Grade 


98 . 5-100 


A 


97 . 5 - 98.4 


8 


96 . 0 - 97.4 


C 


Performance below this level 


does not 


meet the minimum standard 


for 


advancement to Phase 2 




93.0- 95.9 


D 



8.1,7 Proof of achf evemcnt--proof readi ng ; As noted in 8,1*2 
above, the student must proofread each page of work, 
mark, and count his errors. The following standards 
will be applied during the final two lAPs of Phase 1 to 
evaluate the student's development of proofreading 
competence. 
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PHASED TYPING PROGRAM 


Phase l-- T ermina! 




Proofreading Standards 




Undiscovered Typographical 


Letter 


Errors per Page 


Grade 


0 


A 


1 


8 


2 


C 


Performance below this level does not 


fP r + the minimum standard for 


advancement to Phase 2. 




3 


D 
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8.2 .0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPT LAPS 
IN PHASE 1, THE STUOENT WILL DEMONSTRATE THAT HE CAN TYPE A ONE- 
PAGE MANUSCRIPT WITH "UNSOUND 1 ’ MARGINS AND THAT HE CAN 00 SO WITH- 
IN SPEC1FIE0 SPEED LIMITS, SPECIFIEO ACCURACY LIMITS, AND WITH 
ACCURATE PROOFREADING. 

8.2.1 Ap propriate manuscript ; The copy will be between 

150 and 250 words Tn length and include a title, a by-lire, 
at least one minor heading, and at least one footnote. The 
material presented to the student will be semi -ar ranged 
typewritten copy using margins and tabs which differ from 
those the student will be asked to use. All spelling and 
punctuation will be given correctly. 

8.2.2 Performance conditions : The student will be given two 40 

miTuite opportunities to demonstrate his typing skill in a 
terminal manuscript test. If he elects to take the test 
on both occasions, the student will choose the better of 
the two manuscripts for grading. The student may use a 
dictionary, a visual guide sheet that indicates line of 
typing only, or pencil marks on the typing paper as aids. 

He may not use reference sources {including, but not 
limited to Learning Activity Packages and textbooks), 
erase errors, nor seek help in proofreading. The student 
mus t mark all errors. 

8.2.3 Counting and marking errors ; Typographical errors will be 
counted ancJ marked according to the International Typewriting 
Contest rules. Refer to Appendix C. In addition, style/ 
arrangement errors and deviation from the test instructions 
will be considered incorrect. These non- typographi ca 1 
errors however, will be counted only once. For example, 

if a student indents all paragraphs ten spaces instead of 
the standard five, only one error is counted regardless of 
the number of times the mistake is repeated. 

8.2.4 Proof of achievement--speed ? The following table contains 
The'TTTteTTa to be used in grading manuscript production 
speed in the terminal test. To illustrate, students 
completing the manuscript in 15 minutes or less will have 
earned an "A" for speed. 



o 

ERLC 





PHASED 


TYPING PROGRAM 




Phase 


1 - -Termi nal 




Speed Standards for Manuscript 


Product i on 


Mi nutes 






Letter 


Used 




GWPH 


Grade 


1 -IS 




16* 


A 


16-18 




13-15 


B 


19-27 




9-12 


C 



Performance below this level do**s not 



meet the minfmum standard for 
advancement to Phase 2, 
28-40 6-8 D 

7fT 
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8.2.5 



8 . 2.6 



Proof of achieverTtent--accuracy ; The criteria in the 
following table will^Be used to grade the accuracy of 
manuscript production in the terminal test. For example, 
students completing the manuscript with an accuracy of 
98.5 percent or higher will have earned an n A M for 
accuracy. An "Accuracy Percentage Table" that facilitates 
determination of the accuracy grade may be found in 
Appendix D. 



PHASED TYPING PROGRAM 



Phase 1 --Terminal 
Accuracy Standards 



Percent of 
Accuracy 



Le t te r 
Grade 



98.5-100 A 

97-5- 98. 4 B 

96.0- 97.^ C 

Performance below this level does not 

meet the minimum standard for 
advancement to Phase 2. 

93.0- 95-9 D 



Proof of achievement- -proof reading : As noted in 8.2.2 

above, the student must proofread each page of work, mark, 
and count his errors. The criteria in the following table 
will be used to grade the student’s proofreading competence 
during terminal testing. 



PHASED TYPING PROGRAM 




Phase l--Terminal 
Proofreading Standards 


Undiscovered Typographical 


Let ter 


Errors per Page 


Grade 


0 


A 


1 


0 


2 


C 


Performance below this level does not 


meet the minimum standard for 


advancement to Phase 2. 


3 


D 



0 

ERIC 



118 



119 
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8.3.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TABULATION LAPS 
IN PHASE 1, THE STUDENT WILL DEMONSTRATE TH, f HE CAN CENTER AND 
TYPE AN OPEN STYLE TABLE ON STAN0ARO SIZE PAPER AND THAT HE CAN DO 
SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIEO ACCURACY LIMITS, AND 
WITH ACCURATE PROOFREADING. 

8.3*1 Appropriate tabulated material ; The copy will be 

tetween~75 and 85 words in length and include a title 
(spread centered), sub-title, three centered column 
headings, and three columns of words. The material 
presented to the student will be semi -arranged type- 
written copy using margins and tabs which differ from 
those the student will be asked to use. Alt spelling 
and punctuation will be given correctly. 

8.3.2 Performance condi tons: The student will be given two 

W mi nute oppor turn* ties to demonstrate his typing skill 
in a terminal tabulation test. If he elects to take 
the test on both occasions, the student will choose the 
better of the two tables for grading. Ihe student may 
use a dictionary, a visual guide sheet that indicates 
line of typing only, or pencil marks on the typing paper 
as aids. He may not use reference sources (includ ng 
but not limitea to Learning Activity Packages and text- 
books), erase errors, nor seek help in proofreading. 

The student must mark all errors. 

d^8.3*3 Counting and marking errors : Typographical errors will 

Be counted and marked according to the International 
Typewriting Contest rules. Refer to Appendix C. In 
addition, s ty le/arrangement errors and deviation from 
the test instructions will be considered incorrect. 

These non- typog raphi ca I errors, however, will be counted 
only once. For example, if the second and third column 
tabs are not properly set only because the left margin 
used for the first column was incorrectly set, only 
one error should be counted. 




8.3.^ Proof of achievenrent--speed : The following table contains 

the criteria to be used in grading tabulation production 
speed in the terminal test. To illustrate, students com- 
pleting the table in thirteen to fourteen minutes will have 
earned a "B" for speed. 



PHASED TYPING PROGRAM 



Phase 1 --Terminal 

Speed Standards for Table Production 



Minutes 




Letter 


Used 


GWPM 


Grade 


1-12 


7* 


A 


13-14 


6 


8 


15-20 


4-5 


C 


Performance 


below this leve' 


1 does not 


meet the 


minimum standard for 


advancement to Phase 


2. 


21-40 


2-3 


0 
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8.3.5 p roof of achievement — accuracy : The criteria in the 

Toll owing table will be used to grade the accuracy of 
tabulation production in the terminal test. To illustrate, 
students completing the tabulation with an accuracy of 
96,0 to 97*4 percent will have earned a "C" for accuracy 
An "Accuracy Percentage Table" that facilitates determination 
of the accuracy grades may be found in Appendix D. 



PHASED TYPING PROGRAM 


Phase 1 --Termi nal 
Accuracy Standards 


Percent of 


Letter 


Accuracy 


Grade 


98.5-100 


A 


97.5- 98.^ 


B 


96.0- 97. ^ 


C 


Performance below this level 


does not 


meet the mini mum standard 


for 


advancement to Phase 2 


. 


93.0- 95.9 


0 



8.3.6 Proof of achievement--proof reading ; As noted in 8.3-2 

above , the student must proofread each page of work, 
mark, and count his errors. The criteria in the following 
table will be used to grade the student's proofreading 
competence during terminal testing. 



PHASED TYPING PROGRAM 




Phase 1 --Terminal 
Proofreading Standards 


Undiscovered Typographical 


Letter 


Errors per Page 


Grade 


0 


A 


1 


8 


2 


C 


Performance below this level does not 


meet the minimum standard f 


or 


advancement to Phase 2. 


3 


0 



o 
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8.4.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN 
PHASE I , THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE SIMPLE 
BUSINESS LETTERS; THAT HE CAN TYPE THEM IN BLOCK STYLE WITH MIXEO 
PUNCTUATION; AND THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS, 
SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING. 

8.4.1 Appropriate business letter material : The copy will be 

m+ 5 to 155 words fn length and i ncVude a date Tine, four- 
line inside address with Tip Code, salutation, body, 
complimentary closing, two-line signer's identification, 
and reference initials. The material presented to the 
student will be semi -a r ranged typewritten copy using 
margins and tabs which differ from those the student will 
be asked to use. All spelling and punctuation will be 
given correctly. 

Perf ormance conditions : The student will be given two 

£0 minute opportuni ties to demonstrate his typing skill 
in a terminal business letter test. If he elects to take 
the test on both occasions, the student will choose the 
better of the two letters for grading. The student may 
use a dictionary, a visual guide sheet that indicates 
line of typing only, or pencil marks on the typing paper 
as aids. He may not use reference sources (including, 
but not limited to, Learning Activity Packages and text- 
books), erase errors, nor seek help in proof readi ng* The 
student must mark all errors 

8.4.3 Counting and mar k ing errors ; Typographical errors will 
be counted and marked according to the International 
Typewriting Contest rules. Refer to Appendix C. In 
addition, sty le/arrangement errors and deviation from 
the test instructions will be considered incorrect. 

These non-typographi ca I errors, however, will be counted 
only once. For example, if the student fails to double 
space between single spaced paragraphs, only one error 
will be counted regardless of the number of times this 
mi stake occurs . 

8.4.4 Proof of achievement--speed ; The following table contains 
the criteria to be used in grading business letter pro- 
duction speed in the terminal test. To illustrate, 
students completing the letter in eight to nine minutes 
will have earned a ,? 5' 1 for speed. 



o 
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Phase 1 - -Termi na 1 

Speed Standards for Business Letter 


Produc t i on 


Mi nutes 




Letter 


Used 


GWPH 


Gracte 


1- 7 


21 • 


A 


8- 9 


17*20 


B 


10-13 


12-16 


C 


Performance 


below this level does not 


meet the minimum standard f 


or 


advancfe^enf to Phase 2. 




14-20 


8-11 


D 



8.4.2 



..Jr'- 
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8.4.5 Proof of achi evement ^-accuracy ; The criteria in the 
following tabl e wi 1 1 be used to grade the accuracy of 
business letter production in the terminal test. To 
illustrate, students completing the letter with an 
accuracy of 97*5 to 98.4 percent will have earned a "B" 
for accuracy. An "Accuracy Percentage Table" that 
facilitates determination of the accuracy grades may be 
found in Appendix D. 



PHASED TYPING PROGRAM 




Phase N-Terminal 
Accuracy Standards 


Percent of 


Letter 


Accuracy 


Grade 


98.5-100 


A 


97.5- 98.4 


B 


96.0- 97.4 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 2, 


93.0- 95.9 


D 



8.4.6 Proof of achi evement—proof readi ng : As noted in 8.4.2 

above, the student must proofread each page of work, mark, 
and count his errors. The criteria in the following table 
will be used to grade the student's proofreading competence 
during terminal testing. 



PHASED TYPING PROGRAM 


Phase 1--Termina1 




Proofreading Standards 






Undicovered Typographical 


Letter 


Errors per Page 


Grade 


0 


A 


1 


B 


2 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 2. 




3 


D 

! 
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8.5.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN 
PHASE 1, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE SIMPLE 
PERSONAL 8USINESS LETTERS} THAT HE CAN TYPE THEM IN BLOCK STYLE 
WITH MIXEO PUNCTUATION; THAT HE CAN PREPARE STANDARO SMALL 
ENVELOPES FOR LETTERS; AND THAT HE CAN 00 SO WITHIN SPECIFIED 
SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOF- 
READING* 

8.5.1 Appropriate persona l business letter material : The copy 

will be between 15$ and 155 words in length and include 
a return address (the students home address with Zip 
Code), date line, three-line inside address with Zip Code, 
salutation, body, complimentary closing and a one-line 
signer's identification (the student's own name). The 
material presented to the student will be semi -arranged 
typewritten copy using margins and tabs which differ from 
those the student will be asked to use. All spelling and 
punctuation wilt be shown correctly. 

8*5*2 Performance conditions : The student will be given two 20 

minute opportunities to demonstrate his typing skill in a 
terminal personal business letter test. If he elects to 
take the test on both occasions, the student will choose 
the better of the two letters for grading. The student 
may use a dictionary, a visual guide sheet that indicates 
line of typing only, or pencil marks or» the typing paper 
as aids. He may not use reference sources (including, 
but not limited to, LAPs and textbooks), erase errors, 
nor seek help in proofreading. The student must mark all 
error s . 

8 . 5.3 Counting and marking errors ; Typographical errors will be 
counted and marked according to the International Type- 
writing Contest rules. Refer to Appendix C. In addition, 
style/arrangement errors and deviation from the test 
instructions will be considered incorrect. These non- 
typographi cal errors, however, will be counted only once. 

To illustrate, if a student sets the tab for the return 
address, date line, complimentary closing, and signer's 
identification incorrectly, only one error will be counted 
even though all of these letter parts are improperly 

1 oca ted . 

8.5.4 Proof of achlevement--speed t The following table contains 
the criteria to be used in grading personal business letter 
and envelope production speed in the terminal test. For 
example, students completing the letter and envelope in 

10 to 13 minutes will have earned a “C 11 for speed. 
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PHASEO TYPING PROGRAM 



Phase 1 --Terminal 

Speed Standards for Personal Business Letter 
and Envelope Production 



Minutes 




Letter 


Used 


GWPM 


Grade 


1 - 7 


21 + 


A 


8- 9 


17-20 


B 


10-13 


12-16 


C 



Performance below this level does not 



meet the minimum standard for 
advancement to Phase 2. 

14-20 8-11 D 



8.5.5 Proof of achi evement- -accuracy ; The criteria in the 
following table will be used to grade the accuracy of 
personal business letter and envelope production in the 
terminal test. To illustrate, students completing the 
letter and envelope with an accuracy of 97.5 to 98.4 
percent will have earned a “B" for accuracy. An 
"Accuracy Percentage Table" that facilitates determination 
of the accuracy grades may be found in Appendix D. 



PHASED TYPING PROGRAM 


Phase 1--Termina1 




Accuracy Standards 






Percent of 


Letter 


Accuracy 


Grade 


98 . 5-100 


A 


97 . 5 - 98.4 


B 


96 . 0 - 97.4 


C 


Performance below this level does not 


meet the minimum standard for 


advancement to Phase 2. 




93-0- 95.9 


0 



8.5.6 Proof of achievement-proofreading : As noted in 8.5.2 

above, the student must proofread each page of work, mark, 
and count his errors. The criteria in the following table 
will be used to grade the student’s proofreading competence 
during terminal testing. 
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PHASED TYPING PROGRAM 




Phase 1 — Terminal 


Proofreading Standards 




Undiscovered Typographical 


Letter 


Errors per Page 


Grade 


0 


A 


1 


B 


2 


C 


Performance below this level does not 


meet the minimum standard for 


advancement to Phase 2. 


3 


0 
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8.6.0 GIVEN APPROPRIATE TYPING TASKS, DURING THE FINAL LAP OF PHASE 1, 

THE STUDENT WILL DEMONSTRATE THAT HE USES THE BASIC TYPEWRITING 

TECHNIQUES IN ACCOMPLISHING THOSE TASKS. 

8.6.1 Appropriate typing tasks : Any work required in the final 

LAP will be considered an appropriate task. 

8.6.2 Performance conditions : The student will be observed and 

rated by the teacher on the techniques enumerated in 8.6.3 
below. The observation and rating will be on an un- 
announced basis and will be made at least once during the 
final LAP of Phase 1 . 

8.6.3 Basic typing techniques : The techniques that will be 

checked are (aj position at the typewriter, (b) key 
stroking, (c) continuity and rhythm, (d) carriage return, 
(e) shift-key operation, (f) space-bar action, (g) reaoing 
copy for typing, and (h) the right mind set. Each of 
these techniques is explained in a "Check Sheet for Basic 
Typewriting Techniques", found in Appendix E. 

8.6.4 Proof of achievement--bas ic techniques ; The following 
table contains the criteria to be used in grading basic 
typing techniques during the final LAP of Phase 1. The 
teacher will rate the student on each of the basic 
techniques using a four point scale. The average of the 
ratings will constitute the extent to which the student 
has met the minimum standards for Phase 1. To illustrate, 
a student with an average rating of 3*6 or more will have 
earned an "A" for basic techniques. 



PHASED TYPING PROGRAM 




Phase 1 --Terminal 
Technique Standards 


Averaqe 


Letter 


Rating 


6r ade 


3. 6-4.0 


A 


2. 6-3. 5 


B 


1 .6-2.5 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 2. 


0.6-1 .5 


0 
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8.7.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST LAP IN PHASE 1, 
THE STUDENT WILL DEMONSTRATE THAT HE CAN, WITH THE AID OF A TYPE- 
WRITER ERASER, CORRECT SIMPLE TYPOGRAPHICAL ERRORS WHEN SAID ERRORS 
ARE DISCOVERED BEFORE THE COPY IS REMOVED FROM THE TYPEWRITER, AND 
THAT HE CAN MAKE THESE CORRECTIONS NEATLY WITHIN A SPECIFIED TIME 
PERIOD. 

8 . 7 .1 Appropriate material : The student will be instructed to 

type, without regard to accuracy, a series of paragraphs 
which contain words, digits, and symbols until he has 
fuade at least five single character errors (i.e., sub- 
stituting "m 11 for "n" in the word "phone") . 

8 . 7.2 Performance conditions : The student will be given one 

or more four minute opportunities to demonstrate his 
ability to make neat erasures and corrections on a 
terminal erasing test. Paper and erasers will be pro- 
vided by the teacher. 

8.7-3 Proof of achi evemen t--er a s ing and correcting ; The 

student will have met this objective if he neatly erases 
and corrects five single character errors in a period not 
to exceed four minutes. A "neat" correction is one in 
which the paper is not worn through by the erasure, 
other typing in the area around the error is not smeared, 
the correct character hides any remaining sign of the 
incorrect one, and the correct character has shading 
similar to the remainder of the typing on the page. If 
the student is unable to meet this minimum objective, 
he must engage in remedial practice until he is able to 
do so. 
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8.0.0 GIVEN APPROPRIATE TYPEWRITER CLEANING MATERIALS, AFiER COMPLETION 
OF THE "CARE OF THE TYPEWRITER" LAP, THE STUDENT WILL DEMONSTRATE 
THAT HE CAN CLEAN THF. TYPEWRITER AND WORK STATION WITH WHICH HE 
IS FAMILIAL IN A SPECIFIED PERIOD OF TIME . 

8.8.1 Appropriate cleaning mate r ials : The materials available 

in the school which the student used in fulfilling the 
requirements of the "Care of the Typewriter" LAP will be 
uti I i zed i n thi s tes t . 

8.8.2 Performance condition s: The student will be given, without 

advance notice, one or more 20 minute opportunities to 
demonstrate his ability to clean a typewriter and work 

s 1 1 1 i on . 

8.8.3 Proof of achievement --car e of the typewriter : The student 

will have met this objective if, upon inspection by the 
teacher , all user accessible parts of the typewriter are 

fj ee of dust, t^ere is no smeared ink on the frame, and 
closed characters ( i . e . , "o" and n 8") are clear and sharp 
when typed* In adlition, the work station must be clean 
and free of dust and eraser grit. If the student is unable 
to meet thr's objective, he must engage in remedial practice 
until he is able to do so. 
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 1 ; The student's final grade in 

Phase 1 will be determined by averaging his Terminal Performance Objective 
test grades, his individual Learning Activity Package grades, and his 
final Technique grade. In averaging, the Terminal Performance Objective 
tests will be given a weight of 70%, the LAP grades a weight of 20% and 
his Technique grade a weight of 10%, A detailed example of final grade 
determination may be found in Appendix F. 



10.0.0 ADVANCE ME NT TO PHASE 2 : In order for the student to advance to Phase 2, 

he must have demonstrated a level of performance that is represented by 
an overall letter grade of n C- n or above. 

10.1.0 EXCEPTION REQUIRING S1UDENT ACTION : The student who does not meet 

the minimum and who wishes to advance to Phase 2vjnay do so by 
taking the following action. 

10.1.1 Consult with the teacher as to specific areas of weakness. 
The teacher will determine these areas by a detailed 
examination of the student's Terminal Performance Objective 
tests and LAP post-tests. 

10.1.2 Engage in remedial practice, recommended by the teacher, 
until the scudent believes he can meet the minimum 
performance criteria for tvs areas of weakness. 

10.1.3 Demonstrate by taking the appropriate Ter,,iinal Performance 
Objective tests that he has developed the minimum level 

cf skill necessary f<r advancement to Phase 2. 

10.2.0 EXCEPTION REQUIRING TEACHER ACTION: At the request of the teacher 

in charge, the minimum criteria for advancement to Phase 2 may be 
waived by a committee of typing teachers for students who a r e 
unable to meet this criteria as a result of mental retardation or 
phys i cal /emot i onal handicaps. 
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TERMINAL PERFORMANCE OBJECTIVES 



For 

Phase 2 of the Phased Typing Program 



1.0. 0 GRADE PLACEMENT : 9 , 10, 11, 12 

2.0. 0 PREREQUISITES: Student must have met the minimum performance criteria 

for Phase 1 . 



3.0*0 RA TIONALE : Few students can develop a high level of touch typing skill 

TrT^onl y one phase of this program. Students who enroll in the Phased 
Typing program solely to develop typing skill for personal use will find 
it worthwhile to complete this second phase of the program. Ihe typical 
vocational student will find this phase only the second of four essential 
steps in the development of a vocational level of skill at the typewriter. 

Phase 2 provides instruction which directs the student in applying his 
growing skill to varied types of production work common to personal and 
business affairs. Some attention is also given to the development of skills 
related to typewriting (i.e., spelling and composition at the typewriter.) 

4.0.0 GE NERAL OBJECTIVES : With the completion of the learning activities in Phase 

2, the student will be able to 

4.1.0 Touch type complete sentences and paragraphs for a specified 
period of time at a rate that exceeds average handwriting speed; 

4.2.0 Touch type complete senterces and paragraphs for a specified 
period of time with a greater degree of accuracy than achieved 
i n Phase 1 ; 

4.3.0 Touch type semi -arranged business and personal business letters, 
manuscripts, and tables at speed and accuracy levels above those 
achieved i n Phase 1 ; 

4.4.0 Compose simple personal business letters and short essays at the 
typewr i ter ; 

4.5.0 Proofread his typed work with such care as necessary to find any 
errors made; 

4.6.0 Use a typewriter eraser to make possible the correction of common 
typographical errors; 

4.7.0 Take reasonable care of his typewriter, organize ni s work station, 

* and exhibit a developing business-like attitude toward his typing 

wor k , 



o 

ERIC 



Page 21 



PHASE 2 OF THE PHASED TYPING PROGRAM 



Page 22 



5.0,0 INSTRUCTIONAL CONTENT: The following is an outline of the course content 

designed Vo help then’s tuoent reach the minimum terminal objectives of this 
second phase of the Phased Typing Program, As with Phase 1, no attempt is 
made here to list Learning Activity Packages or to provide a detailed and 
sequential listing of every item in the Phase 2 curriculum. Again, it is 
essential to distinguish between items of learning that will be terminally 
tested and those that are tested as a part of the LAP post-tests. The 
latter items are not included in the outline below. Reference to the 
Activity Packages developed for Phase 2 will provide a detailed outline of 
a 1 1 course content and a complete list of those "intermediate performance 
oFJectives" that are tested in the LAP post-tests. 

5.1.0 Keyboard mastery with increasing speed and con tr ol --gr oup 
and self-paced activities 

5.2.0 Manuscript typing--sel f -paced 

5.2.1 F orcra I outline 

5.2.2 Ti 1 1 e page 

5.2.3 Table of contents 

5.2.4 Bibliography 

5. 3.0 Tabulation typi ng--sel f-paced 

5.3.1 Open style tables 

5.4.0 Business letter, persona] business letter, and envelope 
typi ng-- se I f -paced 

5.4.1 Block and semi-block styles 

5.5.0 Proofreading typewritten copy--self-paced 

5.5.1 Both typographical and f orm/ar rangement errors 

5.6.0 Erasing and correcting typographical er r or s -- se 1 f -paced 

5.6.1 When errors a: 5 found after paper is removed from 
machine 

5.6.2 Errors that require "squeeEing" or "spreading" 
to correct 
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6.0.0 PRE-TESTING: Although no pre-test will be given at the beginning of 

the phase, the first week that a. student spends in Phase 2 will be 
devoted to an assessment of his basic typing skills. This assessment 
will be restricted to the speed, accuracy, and typing techniques 
demonstrated by the student while typing straight paragraph copy under 
timed condi ti ons . 

At the end of the assessment week, the student who meets the minimum 
performance criteria for straight copy speed, accuracy, and typing 
technique required in the previous phase will begin the Learning 
Activity Packages for Phase 2. The student who does not meet the 
minimum criteria will continue skill reconstruction drills until he 
does reach the minimum. At that time, he will begin Phase 2 
activities. 

6.1.0 LAP pre-tests: Any student may elect to take the pre-test 

at the^eg inn ing of a LAP if he believes that he can meet 
the stated performance objectives for that LAP without 
completing the LAP activities. Upon completion of the 
se I f -admi n i stered test, the student will elect to 

6.1.1 take the post-test for the LAP if he completed the 
pre-test with a score above the minimum criteria for 
the pre-test or 

6.1.2 begin the activities in the LAP if his score on the 
pre-test was not above the minimum or 

6 . 1.3 begin the activities in the LAP if the pre-test 
score was above the minimum criteria but still 
below the standards the student sets for himself. 



7.0.0 POST-TESTING: Doth end-of-LAP and end-of -Phase post-tests are used to 

measure ( 1 ) whether the student has met the performance objectives for 
each LAP and for the phase as a whole ait d (2) the degree to which he 
exceeds the minimum criteria established for those performance objectives. 

7.1.0 LAP post-tests: The student will take a post-test as he 

completes eacTT activity package or at any point in the 
package that he believes he is ready for the test. His 
performance on the post-test will be measured against 
speed, accuracy, and proofreading grading criteria tables 
established for each LAP. Upon completion of the teacher- 
administered post-test, the student will 

7.1.1 begin the next LAP if he meets the minimum standards for 
the pose-test or_ 

>.1.2 if he does not meet the minimum standards, engage in 

remedial Lractice, recommended by the teat her, until he 
believes he can meet the minimum performance criteria 
for the LAP. 



0 
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7 * 1*3 The student will demonstrate that he has met the 
criteria for advancement to the next LAP by 
successfully completing the LAP post-test at or 
above the minimum specified. 

7.2.0 Phase post-test ; This test is given in several parts at or nvar 
the end of al 1 activi ties in Phase 2 to evaluate the student's 
success in reaching the Terminal Performance Objectives detailed 
in 8.0.0 below Appendix A provides an explanation of how 
terminal gracfiig criteria was established; Appendix B contains 
samples of terminal performance tests for phase post-testing 
in the Phased Typing Program. 
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8.0.0 TERMINAL PERFORMANCE OBJECT EVES ; These performance objectives are a 
precise statement of the minimum goals of Phase 2 of the Phased Typing 
Program. As was true in Phase f, there are other goals within the 
Phase, and these will be reflected in the '*i n termedi a te 11 performance 
objectives included in each Learning Activity Package developed for 
the phase. 





PHASE 2 OF THE PHASED TYPING PROGRAM 



Page 26 



8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TVO LAPS IN 

PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT 

MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH- 
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH 

ACCURATE PROOFREADING. 

8.1 . 1 Appropriate paragraph material s Any series of alphabetic 
paragraphs with "a syllabic intensity of appr oxi ma te 1 y 1,4 
that can be copied line for line for five minutes without 
repetition may be used. 

8.1.2 Performance conditions : On each occasion that the student 

takes frve minute timed writings for grading purposes dur- 
ing the last two LAPs of Phase 2, he will be given two 
writings on the same copy. For a timed writing to qualify 
for a grade, the student's typing speed must be 24 or more 
GWPM and his accuracy must be at least 96.5 percent of 
GWPM. The student may make a pencil mark on the paper to 
signal the approach oT the bottom of the page. He may not 
erase errors, use a dictionary, nor seek help in proofs 
reading. He must proofread and mark all errors and 
calculate his f gross words per minute (GWPM). 

8.1.3 Co unting and marking error s; International Typewriting 
Contest r u 1 es will Bemused to determine errors in timed 
writing copy. (These are the rules used by many employers 
to score typing test administered to prospective employees.) 
A copy of these rules may be found in Appendix C. 

8.1.4 Ca lculating typing s peed; For grading purposes, gross 
words per minute (GWPMj will be the measure of typing 
speed. GWPM is determined by adding every stroke typed 
(including spaces and considering the entire copy as 
having been typed in a continuous line), dividing the 
total strokes typed by five to get total gross words and 
then dividing by the length of timed wr i t i ng --1 . e . , 1200 
total strokes ; 5 = 240 total gross words - 5 minutes = 

48 GWPM, 

8. 1.4.1 Nei ther net words per minute (NWPM) nor correct 
words per minute CWPM) will be used for grading 
purposes in this or any other phase of the Phased 
Typing Program. However, so that students will 
be aware of the scoring systems used by some 
employers in employment typing tests, they will 
be introduced to NWPM and CWPM calculation. 

8.1.5 Proof of achi evemen t -- speed ; The criteria in the 
folTowirTg table will be used in grading five minute 
straight copy timed writings during the last two LAPs 
of Phase 2. The student's final speed grade for this 
objective will be the average of the three best speed 
scores out of a minimum of four qualifying timed writings. 
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8 . 1.6 



PHASED TYPING PROGRAM 



Phase 2--T ermi na 1 

5-Hinute Timed Writing Speed Standards 



Letter 

GW PM Gr"a3e 



49+ A 

42-48 B 

3 2-41 C 

Performance below this level does not 
meet the minimum standard for 
advancement to Phase 3* 

24-31 D 



Proof of achi evement - -accuracy : The following table 

contains the criteria that will be used in grading 
the accuracy of five minute straight copy timed 
writings during the last two LAPs of Phase 2. To 
illustrate, a student who types 240 gross words and 
makes four errors in a timed writing will have an 
accuracy percentage for that timing of 98*3 percent 
or a grade of "B. M {Refer to Appendix D for an 
"Accuracy Percentage Table" that facilitates determina- 
tion of the accuracy grade.) The student's final 
accuracy grade for this objective will be the average 
of the three best accuracy scores out of a minimum of 
four qualifying timed writings. 



PHASED TYPING PROGRAM 




Phase 2--Termina1 
Accuracy Standards 






Percent of 


Letter 


Accuracy 


Grade 


99.0-100 


A 


96.0- 98.9 


3 


97.0- 97.9 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 3* 


96.5- 96.9 


D 
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8.1.7 Proof of achievement --proof reach ng : As noted in 

8.1.2 above , the student must proofread each page 
of work* mark, and count his errors. The following 
standards will be applied during the final two 
LAPs of Phase 2 to evaluate the student's development 
of proofreading competence. 



PHASED TYPING PROGRAM 


Phase 2--Terminal 




Proofreading Standards 




Undiscovered Typographical 


Letter 


Errors per Page 


Grade 


0 


A 


1 


B 


2 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 3 • 




3 


D 
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8.2.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPT 
LAPS IN PHASE 2, THE STUDENT WILI DEMONSTRATE THAT HE CAN TYPE 
A 1 WO -PAGE MANUSCRIPT WITH ’’BOUND 1 * OR "UNBOUND-* MARGINS AND 
THAT HE CAN 00 SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED 
ACCURACY LIMITS, ANO WITH ACCURATE PROOFREADING. 

8.2.1 Appropriate manusci i p t material : The copy will be 

between 3^5 and 373~^ords Tn length and include a t tic, 
at least one minor heading, one long quotation, or- 

short quotation, two footnotes, and a page numtor i lie 

second pagr . The material presented to the student will 
be simple rough draft form using margins and tabs r.huth 
differ from those the student will be asked to use. All 
spelling and punctuation will be given correctly, 

8.2.2 Performance conditions ; The student will be given two 
30 minute - oppoFfun^ l tTes to demonstrate his typing skill 
in a terminal manuscript test. If he elects to take the 
test on both occasions, the student will choose the 
better of the two manuscripts for grading. The stuck .- k 
may use a dictionary, a visual guide sheet that indicates 
lire of typing only or pencil marks on the typing paper 
as aids. He may not use reference sources (including, 
but net limited to, Learning Activity Packages and 
textbooks), erase errors, nor seek help in proofreading. 
The student must mark ^11 errors. 

8.2.3 Count i n g and marking errors: Typographical errori will 

be counted end maTKed according to the International Type- 
writing Contest rules found in Appendix C. In addition, 
style/arrangement errors and deviation from the test 
instructions will be considered incorrect. The non- 
typogr aphi ca 1 errors will be counted only once, however. 

If a student, for example, sets his margins for a "bound" 
manuscript when the directions call for "unbound," only 
one error will be counted even though that mistake 
involves both left and right margins on two different 
pages. 

8.2.4 pro of of achi evemcn t--speed : The following table contains 

TFie criteria that will be used in grading manuscript pro- 
duction speed in the terminal test. To illustrate, a 
student who completes the test in 14 minutes or ess will 
have earned an "A" for speed. 
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PHASt'D TYPING PROGRAM 




Phase 2--Terrnina1 




Speed Standards for Manuscript 


Pr oduc t i on 




Minutes 




Le t ter 


Used 


GWPM 


Grade 


1-14 


26+ 


A 


15-17 


22- 25 


8 


18-22 


17-21 


r 


Performance below this level 


does not 


meet 


the minimum standard 


for 


advancement to Phase 3 




i 

° 1 

i 

<r\ 

CM 

; 


13-16 


0 



8.2.5 Proof of achi evement - -accur ac y ; The criteria in the 
f o 1 1 cw i ng~ table v7iTf be used to grade the accuracy of 
manuscript production in the terminal test, lo 
illustrate, a student who completes the test with an 
accuracy of 99 percent or higher will have earned an 
"A" for accuracy. Appendix D contains an "Accuracy 
Percentage fable" that facilitates determination of 
the accuracy grade. 



PHASED TYPING PROGRAM 




Phase 2--Terminal 
Accuracy Standards 


Percent of 


Letter 


Accuracy 


Grade 


' 


— 


99.0 100 


A 


98.0- 98.9 


8 


97-0- 97-9 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 3» 


96.5- 96.9 


0 



8.2.6 Proof of achi evement --proof reading : As noted in 8.2.2 and 

87 A 3 , the Phase i student must locate both typographical 
and arrangement errors. The following table contains the 
standards to be used in measuring the student's proofreading 
competency on this terminal test. 
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PHASED TYPING PROGRAM 




Phase 2--Term>na \ 




Proofreading Standards 






Und i sco' ered 


Letter 


Errors per Page 


Grade 


0 


A 


1 


B 


2 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 3* 




3 


D 
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8 . 3.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TABULATION 

LAPS IN PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER 
AND TYPE AN OPEN STYLE TABLE ON STANDARD SIZE PAPER AND THAT HE 
CAN DO SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY 
LIMITS, AND WITH ACCURATE PROOFREADING. 

8.3.1 Appropriate tabulated material : The copy will bi; between 

120 and 130 words in length and include a title, sub-title, 
four or five columns with centered column headings with 
digits in two of the columns. The materials presented to 
the student will be semi -ar ranged typewritten copy using 
margins and tabs which differ from those the student will 
be asked to use. All spelling and punctuation will be 
given correct 1 y . 

8.3.2 Performance conditio ns: The student will be given two 25 

minute opportunities to demonstrate his typing skill in a 
terminal tabulation test. if he elects to take the test 
on botn occasions, the student will choose the better of 
the two tc’ 'es for grading,. The student may use a diction- 
ary, a vi.uol guide sneet that indicates Tine of typing 
only, or pencil marks on tho typing paper as aids. He may 
not use reference sources (including, but not limited toj' 
Learning Activity Packages and textbooks), erase errors, 
nor seek help in pr oof r eadi ng. The student must mark all 
errors, 

8.3.3 Counting and marking erro rs: Typogr aph i ca 1 errors will be 

counted and marked according to the International Type- 
writing Contest rules. Refer to Appendix C* In addition, 
sty 1 e/sr rang ement errors and deviations from the test 
directions will be considered incorrect. These non- 
typographical errors, however, will be counted only once. 

To illustrate, if directions call for double spacing the 
body of the table and the student single spaces, only one 
error will be counted. 

8,3.*+ Pi’ oof of achi e vement --speed : The following table contains 

the criteria to be used ; ,1 grading tabulation production 
speed in the terminal test. For example, a student who 
completes the table in 13 to (4 minutes will have earned 
a M D n for speed, 



PHASED TYPING PROGRAM 



Phase 2--Terminal 

Speed Standards foi Table Production 



Minutes 




Letter 


Used 


gupm 


Grade 




— 


_ — 


1-12 


11 + 


A 


13-14 


10 


8 


15-1$ 


7-8 


C 


Performance 


below this level does not 


meet the minimum standard 
advancement to Phase 3. 


for 


19-25 


5-6 


D 
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8.3.5 Proof of achievement- -a ccu racy : The criteria in the 

Following table ^nil be used to grade the accuracy of 
tabulation production in the terminal test. To 
illustrate, a student who completes the tabulation with 
an accuracy of 97^0 to 9/. 9 percent will have earned a 
■'C 11 for accuracy. Refer to Appendix D for an "Accuracy 
Percentage Table 11 that facilitates determination of the 
accuracy grade. 



PHASEO TYPING PROGRAM 



Phase 2—Terminat 
Accuracy Standards 



Percent of 


Letter 


Accuracy 


Grade 


99.0 100 


A 


98.0- 98.9 


B 


97.0 97.9 


C 


Performance below 


this level does not 


meet the minimum standard tor 


advancement 


to Phase 3* 


96.5- 96.9 


0 



8.3*6 P roof of achievement--pr o of readi ng ; As noted in 8.3.2 and 
E73 , 3, the Phase 2 studcnt~7nuEt locate both typographical 
and arrangement errors. The following table contains the 
standards to be used in measuring the student’s proof- 
reading competency on this terminal test. 



PHASED TYPING PROGRAM 


Phase 2--Ter,iiina 1 




Proofreading Standards 




Uncli s covered 


Letter 


Errors per Page 


Grade 


■Y 


A 


1 


B 


2 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 3. 




3 


0 
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8.4.0 GIVEN APPROPRIATE MATERIAL , AFTER COMPLETION OF ALL LETTER LAPS IN 
PHASE 2, THE STUDENT WILL DEMONSTRATE THmT HE CAN TYPE BUSINESS 
LETTERS, PERSONAL BUSINESS LETTERS, AND ENVELOPES; THAT HE CAN TYPE 
THE LETTERS IN EITHER BLOCK OR SEMI-8L0CK STYLE WITH MIXED 
PUNCTUATION; AND THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS, 
SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING. 

8.4.1 Appropriate letter material : The two letters and one 

enve 1 ope wi 1 1 t ota ] 335^ to 345 wor< s in length. 8oth 
letters will include a date line, salutation, body, and 
coorp 1 i mentary closing. The business letier will also 
include a three-line inside address with Zip Code, a 
two-line signer's identification, and reference initials* 
The personal business letter will have a four-line inside 
address with Zip Code* and require the use of the student's 
own return address with Zip Code a~.d his own name for the 
signer's i dent i f i ca t i on . The envelope will be prepared 

for the personal business letter. Test material presented 
to the student will be in semi -a r ranged typewritten form 
using margins and tabs which differ from those the student 
will be asked to use. All spelling end punctuation will 
be given correctly. 

8.4.2 Pe rformance c ondi tions : The student will be given two 

25 minute opportunities to demonstrate his typing skill 
in a terminal test of letter and envelope typing. If he 
elects to take the test on both occasions, the student 
will choose the better of the two attempts for grading. 

The student m< y use a dictionary, a visual guide sheet 
that indicates line of typing only, or pencil marks on 
the typing paper as aids. He m ay n ot use reference 
sources (including, but not 1imTte3 to, texttooks and 
LAPs), erase errors, nor seek help in proofreading. The 
student mu s£ mark all errors. 

8.4.3 Counting and marking error s* Typographi ca 1 errors will 
be counted and marked according to the International 
Typewriting Contest rules in Appendix C. In addition, 

s ty I e/arrangement errors and deviation from the test 
instructions will be considered incorrect. These non- 
typographi ca I errors, however, will be counted only 
once. For .xample, if ;he Student sets incorrect 
margins for a letter, only one error will be charged 
even though both left and right margins, in fact, are 
set incorrectly, 

8.4.4 P roof of achievement- -roeed s The following table contains 

the criteria that will bo used in grading letter production 
speed in the terminal test. To illustrate, a student who 
conpletes the letters and envelope in 13 or 14 minutes will 
ha\e earned a "B" for speed. 
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PHASED TYPING PROGRAM 



Phase 2--Terminal 

Speed Standards for Letter/Envelope production 



Mi nu tes 




Letter 


Used 


GW PM 


Grade 


1-12“ 


31 + 


A 


13-14 


26-30 


B 


15-18 


20-25 


C 



Performance below this level does not 



meet the minimum standard for 
advancement to Phase 3* 
19-25 15-19 D 



8.4.5 P roof of ach; evcment--accuracy : The criteria in the 

Fol 1 ovj i ng table wHl be used to grade the accuracy of 
letter production in the terminal test. To illustrate, 
a student who completes the letters and envelope with 
en ac<uracy of 98*0 to 98.9 percent will have earned 
a U B U for accuracy. An ''Accuracy Percentage Table" in 
Appendix D facilitates determination of the accuracy 
grade . 



PHASED TYPING PROGRAM 




Phase 2- -Termi na 1 
Accuracy Standards 




percent of 


Letter 


Accuracy 


Grade 


99-0-10U 


A 


98 . 0 - 98.9 


B 


97-0- 97*9 


C 


Performance below this level 1 


does not 


meet the minimum standard 


for 


advancement to Phase 3 


• 


96.5- 96.9 


D 



8.4.6 Proof of achievecren ^-proofreading ; As noted in 8.4.2 
and B . 4 ,TJ the Phase Z^itudent must loca.e both typo- 
graphical and arrangement errors. The following table 
contains the standards to be used in measuring the 
student’s proofreading competency on this terminal test. 





144 



PHASE 2 OF THE PHASED TYPING PROGRAM 



Page 36 



PHASED TYPING PROGRAM 


Phase 2--Terminal 




Proofreading Standards 






Undi ^covered 


Letter 


Errors per Page 


Grade 


0 


A 




B 


2 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 3» 




3 


D 
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8.5.0 GIVEN APPROPRIATE TYPING TASKS, DURING THE LAST TVO LAPS OF 

PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE USES THE BASIC 

TYPEWRITING TECHNIQUES IN ACCOMPLISHING THOSE TASKS. 

8.5.1 \ppropriate typing tasks: Any work required in the last 

two LAPS will be considered an appropriate task. 

8.5.2 Performance conditions: The student will be observed and 

rated by the teache? on the techniques enumerated in 8.5.3 
below. The observation and rating will be on an unannounced 
basis and will be made at least once during the time the 
student is working with the last two LAPS In Phase 2. 

8.5.3 Basic typing techn iques; The techniques that will be 
checked are ^ a") position at the typewriter, (b) key 
stroking, (c) continuity and rhythm, (d) carriage return, 

(e) shift-key operation, (f) space-bar action, (g) reading 
copy for typing, and (h) the rigfT mind set. Each of 
these techniques is explained in a ''Check Sheet for Basic 
Typewriting Techniques,' 1 found in Appendix E. 

8.5.4 Proof of achievemen t--b asic technique s: The criteria in 

the fo 1 i"owing table will Ee seef in grading the student's 
basic typing techniques during the last two LAPs in Phase 
2. The teacher will rate the student on each of the basic 
techniques using a four point scale. Ihn average of the 
ratings wiM constitute the extent to which the student 
has met the minimum standards for Phase 2. For example, 

a student with an average rating of 2.6 to 3.5 will have 
earned a M B |4 for basic techn i quos . 



PHASFO TVPING PROGPAM 




Phase 2-*-Termioal 
lechnique Standards 




Average 




; et t er 


Rating 




Grade"* 


3. 6-4.0 




A 


2. 6-3. 5 




B 


1 .6-2.5 




C 


Performance below this level does not 


meet 


the minimum standard 


for 


advancement to phase 3- 




0.6-1. 5 




0 



146 

o 

ERIC 



PHASE 2 OF THE PHASED TYPING PROGRAM 



Page 38 



8.6.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST TWO LAPS IN 

PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN, WITH THE AID OF 
A TYPEWRITER ERASER, CORRECT COMMON TYPOGRAPHICAL ERRORS; THAT HE 
CAN DO SO EVEN WHEN THE ERRORS ARE NOT DISCOVERED UNTIL AFTER THE 
COPY HAS 8EEN REMOVED FROM THE MACHINE; AND THAT HE CAN MAKE THESE 
CORRECTIONS NEATLY WITHIN A SPECIFIED TIME PERIOD. 

8.6.1 Appropriate paragraph material : The specially prepared 

copy will contain two of each of the following kinds of 
common typographi cal error s- -wrong character f'phome 11 
typed for "phorne"); one character omitted ("opertion" 
typed for "operation"); one character added ( "appjjr opr i a te" 
typed for M appropr iate n ) . 

8.6.? Performance conditions ; After making an exact copy of the 
material described above, and removing his copy from the 
typewriter, the student will be given one or more four 
minute opportunities to demonstrate his ability to make 
neat erasures and corrections of the above type errors. 

Paper and erasers will be provided by the teacher. 

8,6.3 Pr oo f of a chi evement --era s ing and correcting: The student 

wi I 1 have met this objective if he neatly Vrases and corrects 
the six errors in a period not to exceed four minutes. A 
"neat' 1 correction is one in which the paper is not worn 
through by the erasure, other typing in the area around the 
error is not smeared, the correct character is exactly on 
the line of writing e ,d properly filling the space it 
should occupy (or portion of space, for example, in the case 
of the corrections requiring "squeezing"), and the correct 
character bctti hides any remaining signs of the incorrect 
character and has shading similar to the remainder of the 
typing on the page. If the student is unable to meet this 
minimum objective, he must engage in remedial practice 
until he is able to do so. 
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 2 : The students final grade in 

Phase 2 wTl 1 be determined by averaging his Terminal Performance 
Objective rest gradesj his individual Learning Activity Package grades, 
and his finai Technique grade. In averaging, the Terminal Performance 
Objective test will be given a weight of 60%, the LAP grades a weight 
of 30%j and Technique a weight of 10%. Appendix Fisa sample worksheet 
for determining the final grade. 



10.0.0 ADVANCEMENT TO PHASE 3 : In order for the student to advance to Phase 3> 

he must have demonstrated a level of performance that is represented by 
an overall letter grade of M C- n or above. 

10.1.0 EXCEPTION REQUIRING STUDENT ACTION: The student who does not 

meet the minimum and who wishes to advance to Phase 3 may do so 
in the following manner. 

10.1.1 Consult with the teacher as to specific areas of 
weakness. The teacher will determine these areas 
by a detailed examination of the student's Terminal 
Performance Objective tests and LAP post-tests. 

10.1.2 Engage in remedial practice, recommended by the teacher, 
until the student believes he can meet the minimum per- 
formance criteria for his areas of weakness. 

! 0 * 1 *3 Demonstrate by taking the appropriate Terminal Performance 

Objective tests that he has Jeveloped the minimum level of 
skill necessary for advancement to ^hase 3* 

10.2.0 EXCEPTION REQUIRING 1 EA CHER ACTION: At the request of the teacher 

i ' charge, the minimum criteria for advancement to Phase 3 ma y be 
waived by a committee of typing teachers for students who are 
unable to meet this criteria as a result of mental retardation or 
phys ic«3 1 /emot i ona 3 handi caps , 
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TERMINAL PERFORMANCE OBJECTIVES 



For 

Phase 3 of the Phased Typing Program 



1.0.0 GRAOE PLACEMENT: 10, 1 1 , 12 



2.0.0 PREREQUISITES : Student must have met the minimum performance criteria 

for Phases l and 2. 



3*0.0 RATIONALE : The first two phases in the typing program gave major attention 

to building basic typing skills. Phase 3 provides the student who is vo- 
ca t i ona 1 I y-moti va ted an opportunity to become "production oriented." To 
the extent possible in a school setting, simulation of real office typing 
experiences is made an integral part of the activity packages. That is, 
the student is given office-style directions and is expected to produce 
copy of reasonable quantity End quality in a reasonable period of time with 
increased efficiency in the use of related skills, supplies, and equipment. 



4.0.0 GENERAL OBJECTIVES 

% the student wi 1 1 be able to 



With the completion of all learning activities ii Phase 



4.1.0 Touch type corrplete sentences and paragraphs for a specified 
period of time at or near the employment ievel for speed and 
accuracy ; 

4.2.0 Produce a reasonable quantity and quality of business letters, 
tables, business reports, manuscripts and forms from semi- 
arranged or unarranged rough draft and/or script copy; 

4.3*0 Prepare multiple copies with carbon paper, fluid duplicating 
masters, and mimeograph stencils; 

4*4.0 Compose simple inter-office memorandums at the typewriter; 

4.5*0 Operate voice-writing machines on an acquaintanceship level; 

4.6.0 Proofread his typed work with such care as necessary to find 
any errors made and identify them as "corr ectabl e JI or "r.ot 
co~rectab I o ; M 

4*7*0 Use a typewriter eraser to make possible the correction of all 
"correctabl e n errors on both original and carbon copies; 

4.8.0 Take reasonable care of his typewriter, organize his work 
station, and exhibit a developing business-like attitude 
toward Ms typing work. 

*>•9*0 Demonstrate a knowledge of personal habits normally expected 
of an office worker. 
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5.0.0 INSTRUCTIONAL CONTENT : The following is an outline of the course 

content designed to help the student reach the Phase 3 minimum 
termi nal objectives. As with the first two phases of the typing program, 
no attempt is made to list Learning Activity Packages or to provide a 
detailed and sequential listing of every item of instruction in the Phase 
3 curriculum. A clear distinction must be made between items of learning 
that will be terminally tested and those that are tested as a part of the 
LAP post-tests. The latter items are not included in the outline below. 
Reference to the LAPs developed for Phase 3 will provide * detailed out- 
line of all content and a complete list of those ‘‘intermediate performance 
ob j ec t i ves 77 that are tested in the Learning Activity Package post tests. 

5.1.0 Reconstruction of typing skills developed in Phases 1 and 2 
group and self-paced activities 

5.2.0 Orill to continue growth in speed and improverne, t in control. - 
group and self-paced activities 

5.3*0 Manuscript and business report t/pi ng --se 1 f -paced 

>.3.l Mul t i -paged 

5.4.0 Tabulation typing --se) f -paced 

5.4.1 Open, ruled, boxed, and leader styles 

5.4.2 Centered on other than standard size paper 

5.5.0 Business letter and envelope typi ng--sel f-paced 

5.5.1 Block, Semi-Block, and Full-Block style 

5. 5. 1.1 Style description above are those used in 
McGraw-Hill Book Company, Gregg Division, 
typing textbooks. Corresponding South- 
Western Publishing Company terms are Modified 
Block, Modified Block with Paragraph Indentions 
and Block styles. 

5.5*2 Open and mixed punctuation styles 



6.0.0 PRE-TESTING : No pre-test will be given at the beginning of Phase 3 j but 

the first week that a student spends in the phase will be devoted to an 
assessment of his basic typing skills. This assessment will be restricted 
to the speed, accuracy, and techniques demonstrated by the student while 
typing straight paragraph copy under timed conditions. 



At the end of the assessment week, the student will begin the Learning 
Activity Packages fc r Phase 3 if he meets the minimum performance criteria 
for straight copy speed, accuracy, and techniques required in the previous 
phase. The student who does not meet the minimum criteria will continue 
skill reconstr uct ion drills until he does reach the minimum. At that time, 
he will begin Phase 3 activities. 




150 



PHASE 3 OF THE PHASED TYPING PROGRAM 



Page 42 



6.1.0 LAj pre-tests : Any student may elect 

the' beginning of a LAP if he believes 
stated performance objectives for the 
the LA. 1 activities. When the student 
administered test, he will elect to 



to take the pre-test at 
that he can meet the 
LAP without completing 
completes the seJf- 



6.1*1 lake the post -test for the LAP if he completed the pre- 
test with a score above the minimum criteria for the 
pre-test or^ 

6.1.2 begin the activities in the LAP if his score on the pre- 
test was not above the minimum or 

6.1 3 begin the activities in the LAP if the pre-test score 
was above the minimum criteria but still below the 
standards the student sets for himself. 



7.0.0 P03 T -TESTING* To measure whether the student has met the performance 
objectives for each LAP and for the entire phase, both end-of-LAP and 
end-of-phase post-tests are used. The ’same tests also measure the 
degree to which the student exceeds the minimum criteria established 
for these intermediate and terminal performance objectives. 

7.1.0 L AP post - tes ts ; The student will take a post-test as he completes 
each activity package or at any point in the package that he 
believes he is ready for testing. His performance o 1 the post- 
test will be measured against speed, accuracy, and proofreading 
grading criteria tables established for each LAP. When the student 
completes the teacher -admi n i s ter ed post-test, he will 

7-1.1 begin the next LAP if he meets the minimum standards 
for the post-test or^ 

7.1.2 i f he dors not meet the minimum standards, engage in 

remedial practice, recommended by the teacher, until he 
believes he can meet the minimum performance criteria 
for the LAP. 

7 . ' .3 The student will demonstrate that he has met the criteria 
for advancement to the next LAP by successfully competing 
the LAP post-test at or above the miuimum specified. 

7.2.0 Phase post-tests s This test is given in several parts at or near 
The end of all activities in Phase 3 to evaluate the student's 
success in reaching the Terminal Performance Objectives detailed 
in 9.0.0 below. Appendix A provides an explanation of how 
terminal grading criteria was established; Appendix B contains 
samples of terminal performance tests for phase post-testing in 
the Phased Typing Program. 
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8.0.0 T ERMINAL PERFORMANCE OBJECTIVES ; The following performance objectives 
are a precise statement of the mi n i mum goals of this phase of the typing 
program.. As was true ir, phase 1 and 2 , there are other goals within 
Phase 3, and these will be reflected in the "intermediate performance 
objectives 11 included in each LAP developed for this phase. 
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TWO LAPS IN 
PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT 
MATERIAL FOR A PERIOD OF C IVF MINUTES AND THAT HE CAN DO SO WITH- 
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH 
ACCURATE PROOFREADING, 

8.1.1 Appropriate paragraph material ; Any series rf alphabetic 
paragraphs wi th a syllabic intensity of appr jxi na te I y 1.5 
that can be copied line for line for five minutes without 
repetition may be used. 

8.1.2 Performance conditions: On each occasion that the student 

takes five minute timed writings fcr grading purposes 
during the last two LAPs of Phase 3> he will be given two 
writings on the same copy. For a timed writing to qualify 
for a grade, the student's typing speed must be 31 or more 
GWPM and his accuracy must be af least 97 percent of GWPM. 
The student ma^ make a pencil mark on the paper to signal 
the approach of the end of the page. Ha may not erase 
errors, use a dictionary, nor seek help in proofreading. 

He must proofread ?nd mark all errors and calculate his 
gross word r per minute (GWPM). 

8.1.3 Counting and marking erro-s : International Typewriting 

Contest rules will be used to determine errors in timed 
writing copy. (Many employers use these rules when 
scoring typing tests administered to applicants for 
positions requiring typing skil s.) A copy of the rules 
may be found in Appendix C. 

8.1.4 Calculating typin g speed: For grading purposes, gross 

words per mi nute ( 6WPM)~wi 1 1 be the measure of typing 
speed. GWPM is determined by adding every stroke typed 
(including spaces and considering the entire copy as 
having been typed in a continuous line), dividing the 
total strokes typed by five to get total gross words 

and then dividing by the length of the timed wr i t i n g — i .e . , 
1 40 0 total strokes J 5 L 260 total gross words - 5 minutes 
= 52 GWPM. 



3. 1.4.1 Neither net words per minute (NWPM) nor correct 
words per minute (CWPM) will be used for grading 
purposes in this or any other phas f 2 of the typing 
program. However, students will be introduced to 
NWPM and CWPM calculation so that they will be 
aware of the scoring fystems used Ly some 
employers in employment typing tests. 
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PHASE 3 OF THE PHASED TYPING PROGRAM 

8.1.5 Proof of achievement--speed ; During the last two LAPs 
in Phase 3, five minute straight copy timed writings will 
be graded according to the criteria in the following 
table. The student's final speed grade for this objective 
will be the average of the four best speed scores out }f a 
minimum of five ( uaiifying timed writings. 



PHASED TYPING PROGRAM 




Phase 3 — Terminal 


5-M i nute 


Timed Writing Speed Standards 




Letter 


GWPM 


Grade 


56+ 


A 


49-55 


B 


39- ; >8 


C 


Performance below this level does not 


meet 


the minimum standard for 


advancement to Phase 4. 


3’ *38 


D 



8.1.6 Proof of ac hie vement-»accuracy ; During the \asz two LAPs 
of Phase 3, the accuracy of five minute straight copy 
timed writings will be graded according to the criteria 
in the following table. To illustrate, a student who 
types 26C gross words ard makes three errors in a five 
minute timed writing will have an accuracy percentage for 
that timing of 98.8 percent or a grade of "B." (Refer to 
Appendix 0 for an “Accuracy Percentage Table 11 that facili- 
tates determination of the accuracy grade.) The student's 
final accuracy grade for this objective will be the average 
of the four best accuracy scores out of a minimum of five 
qualifying timed writings. 



PHASED TYPING PROG 3AM 




Thase 3 --Termi na 1 
Accuracy Standards 


Percent of 


Letter 


Accuracy 


Grade 


99.;'-100 


A 


98.5- 99.4 


B 


97.5- 98.4 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 4. 


>7.0- 97.4 


D 




r* 
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&•' *7 Proof of achievement --proof reading : As noted in 8,1,2 

above, the student must proofread each page of work, 
mark, and count his errors. The following criteria 
will be applied during the final two LAP? of Phase 3 to 
evaluate the student's development of proofreading 
competence. 



PHASED TYPING PROGRAM 



Phase 3--Terminal 
Proofreading Standards 



Undiscovered Typo graphical Letter 

Errors per Page G ] ade~ 



0 A 

1 . C 
Performance below this level does not 

meet the minimum standard for 

advancement to Phase 4. 

2 D 
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8, 2.0 GIVEN APPPOP RIPTE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPT 
LAPS IN PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE 
A MULTI-PAGE MANUSCRIPT WITH "BOUND" OR "UNBOUND' 1 MARGINS AND 
THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED 
ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING. 



8,2.1 Appropriate manuscript materi al; The copy will be 

between 540 and 550 words in fengtn and include a title, 
sub-title, at least one minor heading per page, at least 
one footnote per page, both long and short quotations, at 
least two enumerated paragraphs, and page numbers. The 
material presented to tfie student will be typed f ough 
draft and script copy using margins, tabs, and page 
lengths which differ from those the student will be 
expected to use. All spelling and punctuation will be 
given correctly. 



8,2.2 Performance conditions ; The student will be given two 30 
minute opportunities To demonstrate his typing skill in a 
terminal manuscript test. if he elects to take the test 
on both occasions, the student will choose the better of 
the two tests for grading. The student may use a 
dictionary, a visual guide sheet that indicates line of 
typing only, or pencil marks on the typing paper as aids. 

He ma y not use textbooks, Learning Activity Packages, or 
any other reference, nor may he erase errors, or seek 
help in proofreading. The student must identify each error 
made by writing "C" (correctable) or "NC" (not correctable) 
adjacent to the error. 

P.2.3 Counting and marking errors ; Typographical errors will he 
counted and marked according to the International Type- 
writing Contest rules found in Appendix C. Ir addition, 
style/arrangement errors and deviation from the test 
instructions will be considered incorrect. These typo- 
graphical errors will b< counted only once, however. If 
a student, for example, improperly locates the page number 
on both pages two and three, one error is counted for not 
knowing whero to place the page number. 

i 3.2.4 Pro of of achievemont--speed : The riteria in the following 

taBTe wi 1 1 be used to grade manuscript product on speed in 
the terminal test. For example, a student who completes 
the test in 19 to 22 minutes will have earned a "C" fo; 
speed. 
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8. 2.5 



8 . 2.6 



PHASED TYPING PROGRAM 


Phase 3--Terrninai 




Speed Standards 


for Manuscript 


Pr oduc ti on 




Minutes 




Let tur 


Used 


GWPM 


Grade 


1 -16 


35* 


A 


17-18 


31 -34 


B 


19-22 


25-30 


C 


per f ormance 


below this level 


I does not 


meet the 


minimum standard for 


, advancement to Phase 


4 . 


j 23.30 


20-24 


0 



Procr of achi evement- -accuracy : The criteria in the 

FoTfowing table will be used to grade the accuracy of 
manuscript production in the terminal test. To illustrate, 
a student who completes the test w : . an accuracy of 97*5 

to 98.4 percent will have earned a ri C" for accuracy. An 
,! Accuracy Percentage Table" that facilitates determination 
of the accuracy grade may be found in Appendix D. 



PHASED TYPING PROGRAM 



Phase 3--Te. mi na I 
Accuracy Standards 



Percent of 
Accuracy 



Letter 

Grade 



99.5- 100 A 

96.5- 99.4 B 

97.5- 98.4 C 

Performan<e belc^w this level does not 

meet the minimum standard for 
advancement to Phase 4. 

9; .0- 97.4 D 



Proof of achievement--proof reading ; As noted in 8.2.2 
SncJ "¥75757 the Phase 3 student must locate typographical 
and arrangement errors and must also identify each error 
as l, C M (correctable) or "NC" (not correctable). The 
latter notation indicates that the typist is aware that 
in an office situation the page would have to be re-t>ped 
because of the nature of the error. 
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PHASED TYPING PROGRAM 


Phase 3--Termiral 




Proofreading Standard 


s 


Undi scovered 


Letter 


Errors per Page 


Grade 


0 


A 


\ 


B 


2 


C 


Performance below this level < 


does not 


meet the min ; mjm standard 


for 


advancement to Phase 4 


. 


3 


0 
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3.3.0 GIVEN APPROPRIATE MATERIAL , AFTER COMPLETION OF ALL TABULATION LAPS 
IN PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER AND 
TYPE A TABLE ON STANDARD OR ODD-SIZE PAPER; THAT HE CAN TYPE IT IN 
OPEN, RULEO, BOXED, OR LEADERED STYLE; ANO THAT HE CAN DO SO WITH- 
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH 
ACCURATE PROOFREADING. 

8.3.1 Appropriate tabulated materia l: The copy will be between 

235 and 245 words in length and wi 1 i consist of two separate 
tables. One or both of the tables will include a title, 
sub-title, one and two-line column headings, two to four 
columns of numbers (including dollar amounts end a total 
line), and grouping of column information. The rraterial 
presented to the student will be semi -a rranged rough draft 
and script copy using margins and tabs which differ from 
those the student will be asked to use. All spelling and 
punctuation will be given correctly. 

8.3.2 Performance co nd itions : The student will be given two 30 

minute oppor turn ti es to demonstrate his typing ski 1 ! in a 
terminal tabulation test. If he elects to take the test 
on both O' c^sions, the student will choose the better of 

the two tests for grading. The student may use a dictionary, 
h visual guide sheet that indicates 1 i ne of typing only, or 
pencil marks on the typing paper as aids. He may not use 
reference sources (including, but not limited to, Tap's 
and textbooks), erase errors, nor seek help in proofreading. 
The student must identify each error made by writing M C n 
(correctable) or ‘‘NC 11 (not correctable) adjacent to the error. 

8-3.3 Counting and marking errors : Typographical er. ors will be 

counted and marked according to the International Type- 
writing Contest rules found in Appendix C. In addition, 
s tyl e/or ran gemen t errors and deviations from the test 
directions will be considered incorrect. These non- 
typographical errors, however, will be counted only once. 

For example, if the student is directed to group the column 
information in three line sections and fails to do so, only 
one error will be charged against him. 

8.3.4 proof of achievement — speed ; The following table contains 

the _ criteria to bb used fn grading tabulation production 
speed in the terminal test. To illustrate, a student who 
completes the table in 17 to 18 minutes will have earned 
a "8" for speed. 
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PHASED 


TYPING PROGRAM 




Phase 


3--Termi nal 




Speed Standards 


for Table Production 




Mi nutes 




Letter 


Used 


GWPM 


Grade 


1-16 


15 + 


A 


17-18 


13-14 


8 


19-22 


1 , 1-1 2 


C 


performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 4. 




23-30 


8-10 


0 



8.3*5 Proof ot achi evement- -accuracy ; The criteria fo~ grading 
The accuracy of tabulation production in the terminal test 
is presented in the table below. To illustrate, a student 
who completes the tabulation problem with an accuracy of 
97*5 to 98.4 percent will have earned a "C" for accuracy, 
flefer to Appendix D for an "Accuracy Percentage Table" 
that faci litotes determination of the accuracy grade. 



PHASED TYPING PROGRAM 




Phase 3--Termina1 
Accuracy Standards 


Percent of 


Letter 


Accuracy 


Grade 


99 . 5-100 


A 


98.5- 59.4 


B 


97.5- 98.4 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to Phase 4. 


97 . 0 - 97.4 


0 



8.3*6 Proof of achievement- -proofread! ng : As noted in 8.3.2 

and 0 . 3 * 3 t the student in Ph^se 3 must locate typographical 
and arrangement errors and must also identify each error 
as "C" (correctable) of "NC" {not correctable). The latter 
notation indicates that the typist is aware that in an office 
situation the page would have to be re-typed because of the 
nature of the error. 
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1 PHASED TYPING PROGRAM 


Phase 3--Termina1 




Proofreading Standards 




Undiscovered 


Letter 


Errors per Page 


Grade 


0 


A 


1 


B 


2 


C 


Performance below this level does not 


meet the minimum standard for 


advancement to Phase k. 




3 


D 
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8.4.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN 
PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE BUSINESS 
LETTERS AND ENVELOPES; THAT HE CAN ARRANGE THF LETTERS IN BLOCK, 
SEMI-BLOCK, OR FULL BLOCK STYLE; THAT HE CAN USE EITHER MIXED OR 
OPEN PUNCTUATION; AND THAT HE CAN TYPE THE LFTTERS AND ENVELOPES 
WITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH 
ACCURATE PROOFREADING. 

8.4.1 Appro priate letter materia l; The two letters and two 
envelopes wT I I total 400 to 410 words in length. Both 
letters will contain a date line, salutation, body, 
compl ,.,ientary closing, two-line signer's identification, 
and reference intitiais. One letter will also have a four- 
line inside address with Zip Code and a subject line. 

The other letter will have a three line inside address 
with Zip Code, and attention line, a company signature, 
and enclosure notation. Test material presented to the 
student will be semi -arranged rough draft and script copy 
with margins and tabs which differ from those the student 
v/i 1 1 be asked to user All spelling will be given correctly, 
but punctuation of letter parts ether than the body will not 
be shown. The student must supply an appropriate salutation 
for botn letters. 

8.4.2 Performance conditions^ The student will be given two 
20 minute opportunities to demonstrate his typing skill 
in a terminal test of letter and envelope typing. If he 
elects to take the test on both occasions, the student 
will choose the better of the two tests for grading. 

The student may use a dictionary, a visual guide sheet 
that indicates line of typing only, or pencil marks on 
the typing paper as aids. He may not use reference sources 
(including, but not limited to, textbooks and Learning 
Activity Packages), erase errors, nor seek help in proof- 
reading. The student must identify each error made by 
writing M C" ( cor rec tab! ej or "NC M (not correctable) 
adjacent to the error. 

8.4.3 Counting and marking errors : Typographical errors will be 

Founded and mar kedac cor ding to the International Type- 
writing Contest rules in Appendix C. In addition, style/ 
arrangement errors and deviation from the test nstructions 
will be considered incorrect. However, these non-typo- 
graphicsl errors will be counted only once. Thus, if the 
student follows semi-block style when directed to use full 
block one error would be charged, 

8.4.4 Proof of achi e v emen t- -speed ; The following table contains 
The _ criteria to* be used in grading speed in a terminal 
letter production test. To illustrate, a student who 
completes the letters and envelopes in II or 12 minutes 
will have earned a "B” for speed. 



o 
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PHASED TYPING PROGRAM 





Phase 3--Terminal 




Speed Standard 


s for Letter/Envelope 


product i un 


Minutes 




Let ter 


Used 


GWPM 


Grade 


1-10 


39 + 


A 


11-12 


34-38 


B 


13-15 


27-33 


C 


Performance below this level does not 


meet 


the minimum standard 


for 1 


advancement to Phase 4. 




16-20 


21 - 26 


D 



8.4.5 



3.4.6 



Proof of achievement-accuracy : The following table contains 

the cr f ter ia be used in grading the accuracy of letter 
production in the terminal test. To illustrate, a student who 
completes the letters and envelopes with an accuracy of 99*5 
o- higher will have earned an lf A" for accuracy. The "Accuracy 
Percentage Table r * in Appendix D facilitates determination of 
the accuracy grade. 



PHASED TYPING PROGRAM 




Phase 3--Terminal 
Accuracy Standards 


Percent of 


Le t ter 


Accuracy 


Gr ade 


99-5-100 


A 


98.5- 99.4 


3 


97-5- 98.4 


C 


Performance below this level does not 


meet the minimum standard 


for 


advancement to phase 4. 


97.7- 97.4 


D 



Pr oof of achiev eme nt-proof reading : As noted 

and 8.4.3? the student in Pfiase T”must locate 
and arrangement errors and must identify each 
(correctable) or "NC" (not correctab 1 e) . The 
indicates that the typist is aware that in an 
the page would have to be rc-typed because of 
the error. 



in 8.4.2 
typographi ca I 
error as M C M 
latter notation 
office situation 
the nature of 



? 
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PHASED TYPING PROGRAM 


Phase 3--Terininal 




Proofreading Standards 






Undi scovered 


Letter 


trrors per Page 


Grade 


0 


A 


1 


B 


2 


C 


Performance below this level does not 


meet the minimum standard 


for 


Advancement to Phase 4. 




3 


D 
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8.5*0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAoT TWO LAPS 

OF PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE PAN, WITH THE AID 
OF BOTH A TYPEWRITER ERASER AND SOFT PENCIL ERASER, CORRECT COMMON 
TYPOGRAPHICAL ERRORS ON AN ORIGINAL AND ON ONE CARBON COPY WHEN 
THE ERRORS ARE FOUND 5EF0RE THE PAPER HAS BEEN REMOVED FROM THE 
MACHINE ANO THAT HE cAN MAKE THESE CORRECTIONS NEA fL v WITHIN A 
SPECIFIED TIME PERIOD. 

8.5.1 Appropriate paragraph material : The specially preparec 

copy wTTT containThree wrong character errors (i.e., 
"incldues" typed for "includes"), two one character 
omitte? errors (i.e., "i nTornat i on" typed for "information"), 
and one character added error (i.e., "dofljar" typed for 
"dol J_ar") . 

8.5*2 Performance condition s: After making an exact copy of 

the material describe? ab->ve, the student will be given 
' one or more four minute opportunities to demonstrate his 
ability to make neat erasures and corrections of the above 
types of errors on both originals and carbon copies. 

Typing paper, carbon paper, and typewriter erasers wilt be 
supplied; the student will furnish the pencil eraser, 

8.5.3 Proof of achievement --erasi ng and correcting ? The student 

wTTT have met this obj ec t i ve if he neatly erases and corrects 
the six errors in a period not to exceed four minutes. A 
"neat" correction on both originals and carbons is one in 
which the paper is not worn through by the erasure, other 
typing in the area around the error is not smeared, the 
correct character is exactly on the line of typing and 
properly filling the space it should occupy (or portion of 
the space in the case of corrections requiring "squeezing"), 
and the correct character both hides any remaining sign of 
the incorrect one and has shading similar to the remainder 
of the typing on the page. If the student is unable to meet 
this minimum objective, he must engage in remedial practice 
until he is able to do so. 
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9-0.0 D ETERMINING THE FINAL GRADE IN PHA$E_3: T ho student's final grade in 

Phase 3 wiU be determined by averaging his Terminal performance Objective 
test grades and his individual Learning Activity Package grades. In 
averaging, the terminal lest will be given a weight of 60 ? c and the 
Lea ning Activity Packages a weight of 40%. A sample worksheet for determin 
i ng the final grade may be found in Appendix F. 



1 0.0.0 ADVANCEMENT TQ PHAS E 4; In order for the studert to advance to Phase 4, 
he must have demonstrated a level of performance that is represented by 
an overall letter grade of "C-" or above. 

10.1.0 EXCEPTION REQUIRING STUDENT ACTION: The student who does not 

meet the minimum and who wishes to advance to Phase 4 may do so 
by taking the following action. 

10.1.1 Consult with the teacher as to specific areas of weakness. 
The teacher will determine these areas by a detailed exam- 
ination of the student 1 s Terminal Performance Objective 
tests and LAP post-tests. 

10.1.2 Engage in remedial practice, recommended by the veacher, 
until the student believes he can meet the minimum per- 
formance criteria for his areas of weakness. 

1°' 1*3 Demonstrate by taking the appropriate Terminal Performance 
Objective tests that he has developed the minimum level of 
?iki 1 1 necessary for advancement to Phase 4, 

10.2.0 EXCEPTION RFQUIRING TEACHER ACTION: At the request of the teacher 

in charge, the minimum criteria for advancement to Phase 4 may be 
waived by a committee of typing teachers for students who are unable 
to r*>et this criteria as a result of mental retardation or physical/ 
emotional handicaps. 
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TERMINAL PERFORMANCE OBJECTIVES 



For 

Phase 4 of the Phased Typing Program 



1.0. 0 GRADE PLACEMENT ; 10, 11, 12 

2.0. 0 PREREQUISITES : Student must have met the minimum performance criteria 

for Phaser 1 , 2, and 3* 



3.0.0 RATIONALE : A few students reach employment level skills by the end of 

Phase 2; a few mors can reach that level at the end of phase 3; but the 
typical vocational 1 y-mot ivated student needs the final polishing of his 
typing skills that Phase 4 provides. 

As with Phase 3 , the student will find that simulated office typing 
experiences are an. integral part of the LAPs in this phase. He will 
be expected to produce copy of reasonable quantity and quality in a 
reasonable period of time with efficiency in the use of related skills, 
supplies, and equipment. 



4.0.0 
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GENERAL OBJECTIVES : With the completion of all learning activities in 

the Phased Typing Program, the student will be able to 

4.1.0 Touch type corrplete sentences and paragraphs for a specified 
period of time at the employment level for speed and accuracy; 

4.2.0 Produce a reasonable quantity and quality of business letters, 
tables, manuscripts, common business forms, and legal documents 
from semi -arranged or unarranged rough draft and/or script copy; 

4.3.0 Prepare multiple copies with carbon paper, fluid duplicating 
masters, and mimeograph stencils; 

4.4.0 Compose simple business letters and interoffice memorandums at 
the typewriter; 

4.5.0 Operate voice-writing machines on an acquaintanceship level; 

4.6.0 Proofread his typed work with such care as necessary to find any 
errors made and identify them as "correctable" or "not correctabl e 

4.7.0 Use a typewriter eraser (or typewriter correction paper) to make 
possible the correction of all "correctable" errors on both original 
and carbon copies: 

4 8.0 Type simple copy from direct dictation; 

4.9.0 Take reasonable c*re of (if 4 ; lypewr i ter, organize his work station, 
and exhibit a business-like attitude toward his typing work; 

4.10.0 Demonstrate a knowledge of personal habits normally expected of an 
office worker . 
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5.0,0 INSTRUCTIONAL C ONTENT ; The following is an outline of the course content 
designed t 'The Ip the studeru reach the minimum termini objectives of 
final phase of the Phased Typing Program, As with earlier phases, no 
attempt is made to list Learning Activity Packages or to provide a detailed 
and sequential listing of every item of instruction in the Phase 4 curriculum 
It is important to clearly distinguish between items of learning that will be 
terminally tested and those that are tested as a part of the LAP post-tests. 

The latter items are not included in the outline of course content below* 
Reference to the LAPs developed for Phase 4 wi 1 1 provide a detailed outline 
°f a 1 1 consent and a complete list of those n i n ternedi a te performance objectives" 
that are tested in the Learning Activity package post-tests. 

5*1.0 Reconstruction of typing skills developed in Phases 1, 2, and 3-~ 
groin and self-paced activities. 

5.2.0 Drill to bring speed and control t employment level --group and 
self-paced activities. 

5*3*0 Manuscript and business report typing--se 1 f -paced 

5.3*1 Multi-paged 

5*4*0 Tabulation typ i ng--se 1 f -paced 

5*4.1 Open, ruled, boxed, and leader styles. 

5*4.2 Centered on otuer than standard sire paper. 

5*4*3 In the body of a manuscript or letter. 

5.5*0 Business letter and envelope typing~-se1 f -paced. 

5*5*1 Block, Semi-Block, Full Block, and Indented styles. 

5*5*1* 1 Style descriptions above are those used in 
McGraw-Hi I 1 800 k Company, Gregg Division, 
typing textbooks. Corresponding South- 
Western Publishing Company terms 9 re Modif.ed 
Block, Modified Block with Paragraph Indentions, 

Block, and Indented. 

5.5*2 Open and mixed punctuation styles. 



6.0.0 PRE-TESTING i No pre-test will be given at the beginning of Phase 4, but 
the first week that a student spends in the phase will hi* devoted to an 
assessment of his basic typing skills. This assessment will be restricted 
to the speed and accuracy demonstrated by the student while typing otra*ght 
paragraph copy under timed conditions. 

At the end of the assessment week, the student who meets the mlnimur per- 
formance criteria for straight copy speed and accuracy required in the 
previous phase Kill begin the LAPS for Phase 4. The student who does not 
meet the minimum criteria will continue skill reconstruction drills until 
he does reach the minimum. At that time, he will begin Phase 4 activities. 
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6.1*0 LAP pre-t e s t< ; Any student may elect to take the pre-test at the 
beginning of a LAP if he believes that he can meet the stated per- 
formance objectives for the LAP without completing the LAP activities, 
When the student completes the sel f -admini ster ed test, he will elect to 

6.1*1 take the post-test for the LAP if he completed the pre-test 
with a score above the minimum criteria for the pre-test or 

6.1.2 begin the activities in the LAP if his score on the pre-test 
was not above the minimum or 

6.1.3 begin the activities in the LAP if the pre-test score was 
above the minimum criteria but still below the standards 
the student sets for himself. 



7*0.0 POST-TESTING ; To measure whether the student has met the performance 
objectives for each LAP and for the entire phase, both end-of-LAP and 
end-of-phase post-tests are used. The same tests also measure the degree 
to which the student exceeds the minimum criteria established for these 
intermediate and terminal performance objectives. 

7.1.0 LAP post-test s; The student will take a post-test as he completes 
each activity package or at any point in the package that he believes 
he is ready for testing. His performance on the post-test will be 
measured against speed, accuracy, and proofreading grading criter ia 
tables established for each LAP. When the student completes the 
teacher -admini ster ed post-test, he will 

7*1.1 begin the next LAP if he meets the minimum standards for 
the post -test or 

7.1.2 if he does not meet the minimum standards, engage in 
remedial practice, recommended by the teacher, until he 
believes he can moet the minimum performance criteria 
for the LAP. 

7.1.3 The student will demonstrate that he has met the criteria 
for advancement to the next LAP by successfully completing 
the LAP post-test at or above the minimum specified. 

7.2.0 Phase post-test ; This test is given in several parts at or near the 
end of all act i vi t i es in Phase 4 to evaluate the student's success in 
reaching the Terminal Performance Objectives detailed in 8.0.0 below. 
Appendix A provides an explanation of how terminal grading criteria 
was established; Appendix 8 contains samples of terminal performance 
tests for phase post-testing in the Phased Typing Program. 
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8.0.0 TERMINAL PERFORMANCE OBJECTIVES : The following performance objectives 

are a precise statement of the m inimum goals of this phase of the typing 
program. As was true ir> phase 1, 2, and 3, there are other goals within 
Phase 4, and these will be reflected in the 'intermedia te performance 
objectives" included in each LAP developed for this phase. 
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TWO LAPS IN 
PHASE 4, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT 
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH- 
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH 
ACCURATE PROOFREADING* 



8.1.1 Appropriate paragraph material : Any series of alphabetic 

paragraphs with a syllabic i n tens i ty of approximately 1.5 
that can be copied line for line for five minutes without 
repetition may be used* 

8.1.2 Performance conditions : On each occasion that the student 

takes five minute turned writings for grading purposes during 
the last two LAPs of Phase 4, he will be given two writings 
on the same copy. For a timed writing to qualify for a 
grade, the students typing speed must be 35 or more GWPM 
and his accuracy must be at least 97*5 percent of GWPM. 

The student may make a pencil ma^k on the paper to signal 
the approach of the end of the page. He may not erase 
errors, use a dictionary, nor seek help in proofreading. 

He must proofread and mark all errors and calculate his 
gross words per minute (GWPM). 

8.1.3 Counting and marking errors : International Typewriting 

Contest rules will be used to determine errors in timed 
writing copy. (Many employers use these rules when 
scoring typing tests administered to applicants for 
positions requiring typing skills.) A copy of rules may 
be found in Appendix C. 

8.1.4 Calcul at ing typing speed ; For grading purposes, gross 
words per minute (GWPMy will be the measure of typing 
speed. GWPM is determined by adding every stroke typed 
(including spaces and considering the entire copy as 
having been typed in a continuous line), dividing the 
total strokes typed by five to get total gross words 

and then dividing by the length of the timed wr i t 1 ng — i .e, , 
1500 total strokes ; 5 = 300 total gross words I 5 minutes 
= 60 GWPM. - 

8. 1.4.1 Neither net words per minute (NWPM) nor correct 
words per minule (CWPM) will be used for grading 
purposes in this or any other phase of the typing 
program. However, students will be introduced to 
NWPM and CWPM calculation so that they will be 
aware of the scoring systems used by some employers 
in employment typing tests. 
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8.1 .5 



8 . 1.6 



Proof of achi evemen t--speed : During the last two LAPs in 

Phase 4, fTve minute straight copy timed writings will be 
graded according to the criteria in the following table. 
The student's final speed grade for this objective will be 
the average of the four best speed scores ou" of a minimum 
of fi\e qualifying timed writings. 



PHASED TYPING PROGRAM 



Phase 4--Terminal 

5-Minute Timed Writing Speed Standards 



GW PM 



Let ter 
Grade 



60+ A 

53-59 B 

43-52 C 

Performance below this level does not 
meet the minimum standard for 
vocational competency. 

35-42 D 



Proof o f ach ievement --accuracy s During the last two LAPs 

o J Phase 4, the accuracy of five minute straignt copy timed 
writings will be graded according to the criteria in the 
following table. To illustrate, a student who types 300 
gross words and makes three errors in a five minute timed 
writing will have an accuracy percentage for that timing of 
99.0 percent or a grade of "B. JI {Refer to Appendix D for 
an "Accuracy percentage Table" that facilitates determination 
of the accuracy grade.) The student's final accuracy grade 
for this objective will be the average of the fou** best 
accuracy scores out of a minimum of five qualifying timed 
wr i tings . 



PHASED TYPING PROGRAM 




Phase 4- 


-Termina ! 






Accuracy 


Startu.iros 




Percent of 




Letter 


Accu 


racy 




Grade 


99.6- 


100 




A 


99.0- 


99.5 




8 


98 . 0 - 


98.9 




C 


Performance below 


this level c 


loes not 


meet the minimum standard 


for 




voca t i onal 


competency , 




97.5- 


97.9 




0 
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8.1.7 Proof of achi evement--proof reading ; As noted in 8.1.2 
above, the student must proofread each page of work, 
mark, and count his errors. The following criteria wiM 
be applied during the final two LAPs of Phase 4 to 
evaluate the student's development of proofreading 
competence. 



PHASEO TYPING PROGRAM 



Phase 4--Termina1 
Proofreading Standards 



Undiscovered T ypo graphical Letter 

Errors per Page Grade 

0 A 
Performance below this level does not 

meet the minimum standard for 
vocational competency. 

1 0 
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